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Hardwar e and Softwar e Requirements
For Electronic Filingin CM/ECF

Attorneys will need the following hardware and software to electronically file, view, and
retrieve documents in the electronic filing system.

A personal computer running a standard platform such as Windows, Windows 95,
Windows 98, Windows XP , Windows NT Workstation 4.x, Microsoft Windows
2000 Professional or Macintosh.

256-MB of RAM

Internet service and acompatible browser (Netscape Navigator 4.6 or 4.7 and IE 5.5
were the only browserstested on CM/ECF. The CM/ECF technical staff is currently
testing Netscape version 7.02 and Internet Explorer version 6.0 to certify its
compatibility with the Bankruptcy and District CM/ECF systems. However, thereare
users currently accessing the system using Netscape version 7.02 and Internet
Explorer version 6.0 with positive results. In either case, the browser must be
JavaScript-enabled with cookies enabled.). (CM/ECF does not work with AOL.)

Softwareto convert documentsfromaword processor format to portable document
format (PDF). Adobe Acrobat PDF Writer, as well as certain word processing
programs can perform this function. Both Acrobat Writer Version 3.X and 4.X meet
the CM/ECEF filing requirements. The CM/ECF technical staff is currently testing
Verson 5 to certify its compatibility with the CM/ECF system. For viewing
documents, not authoring them, only Adobe Acrobat Reader is needed.

A PDF-compatible word processor like Macintosh or Windows-based versions of
WordPerfect and Word.

A scanner to transmit documents that are not in your word processing system.
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Accessing
CM/ECF

The CM/ECF system is a web based software program. At this time Netscape Navigator
4.7 (or earlier versions) and Internet Explorer 5.5 (web browsers) have been tested and
recommended for use with this program. CM/ECF court users process cases through the
federal courts’ restricted intranet while attorneys and other public users will submit
pleadings and view case data from the internet. Both court and external users have
different levels of access to screens via menu selections and functionality as determined

by their needs.

STEP 1

NOTE:

To access the court web site, open Netscape Navigator or Internet
Explorer and enter one of the following URL’s:

For our Live Database: (http://ecf.wvnb.uscourts.gov) and
For our Training Database:( http://ecf-train.wvnb.uscourts.gov )

in the browser’s Location field. (See Figure 1.) Familiarity with
browser navigation and functionality is recommended for successful
and efficient use of this system.

¥ ShowIndew - Netycape -[olx|

Rl Gt ||

A hittp:/ feck wvnb.uscourte. gov/ [ gl

Figurel

For quick access to this site in the future, set a bookmark or
create a button on your navigation bar, (See Figurel.)

The Back button & Oonyour Netscape navigation bar
Back

can be used to back up in case processing or queries at any time.
You will find that the Back button and the Forward button
e will allow you added flexibility in case processing.

Fonward
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STEP 2

STEP 3

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.

Figure2

Click [Continue] and read the security information until the [Finish]
button appears.

The Court Welcome Screen is shown in figure 3. Click on the
hyperlink: “Northern District of West Virginia - Document Filing
System” to enter the system.
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STEP 4

Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered

Internet users will see a login screen as pictured below. (See Figure
4)

ECF/PACER Login

MNotice

This is a Resiricted Weh Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution undet Title 18 of the U3, Code. All activities and access attempts ate logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing capahilities, enter
your PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. Tou may register online at hitpupacerpee uscourte gov o call the PACER Service Center
at (B00) 676-6856 or (210) 301-6440

An access fee of .07 per page, as approved by the Mudicial Conference of the United Btates at its Jeptember
1998 session, will be assessed for access to this service. All inguities will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user as a means of tracking transactions by chient. This code can be up to thirty two
alphanumeric characters long,

Authentication

Login: I
Passward: I

client code |

Login | Clear

CMIECE has been tested and waorks correctly with Neiscape 4.0x, Netscape 4.7x and Internet Explorer 5.5

hittps: /ecf wynb. uscourts. gows

TWelcome to the T3, Bankruptey Court for the Worthern District of West Virginia

Motthern District of West Virsia - Document Filing Svatemn

Figure3

Participants will initially enter their CM/ECF login and password
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STEP 5

which has been issued by the court on this screen. This login and
password allows electronic filing of documents, not access to
reports or queries.

The registered user’s login and password is the electronic
equivalent of their signature.

Your Login and Password fields are case sensitive. A login of
thomask should not be entered as ThomasK or THOMASK. The
password cannot exceed 8 characters and should not include
special characters (%,#,$,%).

The client code field is optional and is used for PACER users to
associate this activity to specific customers.

If an error is made entering login and password information before
submitting the screen, clicking on the [Clear] button will delete the
data and allow you to reenter information.

This login screen will subsequently appear when web users select
any report or query selection from a CM/ECF menu.

PACER information and registration is available at
http://pacer.psc.uscourts.gov/

All users are personally responsible for activity with their logins.
Participants can also be given access to maintain their login and
password, address and e-mail preferences.

The PACER site also offers free Internet access to a series of
CM/ECEF tutorials for attorneys and other web users through a series
of Computer Based Training (CBT) modules. No login or password
or charge is required for this feature. The lessons can be done at
your PC in individual modules at the convenience of the student.
Screens replicate the CM/ECF environment and are interactive.

Access to this resource is available at
http://www.pacer.psc.uscourts.gov/ecfcbt/.

The CM/ECF MAIN MENU screen is pictured in Figure 5.

Page -5-



CM/ECF Attorney Training Manual Hardware Requirements & Accessing CM/ECF

¥ LIVE paiabage Area - Netycape

i
=) c >
UE F Bankruptcy +  Adversary + Query + Reports + Utilities + Logout ?

United States

Bankruptey Court

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

Figure5

Access to the various modules are provided by the blue Main Menu
Bar at the top of the screen. Each selection is a hyperlink to another
set of options or hyperlinks allowing participants to file documents,
query, view or print a docket sheet, generate reports or maintain the
system.

This menu is also used to exit the system. The preferred method to

exit CM/ECF is to click the Logout hypertext link on the CM/ECF
Main Menu Bar.
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CM/ECF
Maintain User Accounts

All CM/ECF users will be issued an account with a user login and password. The
CMI/ECEF login provides registered users the ability to submit pleadings electronically to
the court. Public users (attorneys, trustees, and creditors) must also log into PACER to

inquire on cases or look at reports. Existing PACER logins and passwords will be
accepted.

Non-court users can access their own account information through the Maintain Your
ECF Account menu. Using this option, participants can update their name, mailing and
E-mail addresses, phone and fax numbers, and password. Users can therefore control
the accuracy of their own information in a timely manner.

This module explains how trustees can update:

user name, address and other party data
E-mail information

electronic noticing preferences

user login and passwords.

L AR 2B 2B 2

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP 1 After clicking on Utilities on the CM/ECF Main Menu bar, select
Maintain Your ECFE Account, which is found under the Your
Account sub-menu. (See Figure 1.)
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3 TRAINING Databuse A rear - Netscape

Loy
e Your Client Code s
Change Your PACER unt Verify a Document
Maintain Your ECF Arc
Review Bi Histor

Figure 1

STEP 2 Your user account screen will appear displaying your current
account information. (See Figure 2.)

Bankruptcy » Adversary -+ Query - Reports -« Utilities - Logout

Maintain User Account

Lastname [Wilscn First name |p.L.

IMiddle name I (Generation
Title I Type aty

Office Iwilsun, Wilson & Assoc.

Address 1 [8550 IH 10 Uest

Address 2 IPH [

Address 3 |
City [3an intonio State [Tz | Zip [rez30 |
Country I— County Iﬁ
Phone [210-555-1235 Fax W
ssw [ TaxId [ |

BarId 1232546 Bar status Active DMail group
Initials dbw DOB AQ code End date
Email information... | Mare user inforrmation...
Submit | C\earl
Figure 2
¢ Update your personal information on this screen. When it is

correct, click [Submit] to save the changes. If the [Submit]
button is not used, the record will not be modified.
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Account

STEP 3

The [Email information...] and [More user information] buttons
provide further screens to modify your user profile. The following
pages will explain these features in more detail.

The E-MAIL INFORMATION screen presents options for control
of your electronic notification on each court's CM/ECF system.
(See Figure 3.)

EE F Bankruptcy » Adversary + Query -+ Reports . Utilities -« Logout

E-mail information for D.L. Wilson
Primary e-mail address [pLuilsonglavfirm.net 2

1l ¥
Send the notices specified helow
[ to my primary e-mail address
=
[T to these additional addresses =
Kl _'l_I

¥ Send notices in cases in which I am involved

[C' Send notices in these additional cases -

=
@ Send a notice for each filing
© Send a Daily Summary Report

. @ html format for Netscape or ISP e-mail service
Format notices
0 text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear

Figure 3

You can request e-mail copies of notification on all cases to which you
are a party or only on specific cases. You can receive e-mail activity
throughout the day or a daily summary of all noticing activity. “All
activity” includes notification of claims as well as other entries to a case.

Each e-mail will include the case number and name of the docket entry
in the subject line of the mail message.

Each section on the E-MAIL INFORMATION screen is explained below:
Primary E-mail address. This address must be formatted to Internet
protocol or an error will be generated. It may be prudent to establish a

separate E-mail account for CM/ECF activity from your routine E-mail
correspondence.

Send the notices specified below...
O to my primary E-mail address
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Maintaining Y our

To activate CM/ECF notification you must first check the box
next to your E-mail address.

to these additional addresses

You may have notices sent to other E-mail addresses besides
your primary E-mail address. (Paralegals or chambers staff may
want to share this notification activity.) When entering multiple
E-mail addresses, separate each address with a semi-colon.

Send notices in cases in which | am involved

Checking this box will automatically inform the user when any
filing has been submitted in a case where this person is a
participant. Chapter 7 panel trustees and offices of the U.S.
Trustee may find this advantageous for new filings as well as
routine case activity.

Send notices to these additional cases

You do not have to be a participant in a case to receive
notification of activity. Trustees and attorneys can elect to be
notified of activity in cases in which they have an interest but are
not parties to the case. Court and chambers staff can monitor
cases through this process also. It is possible to select both
options.

NOTE: This list is maintained by each user. As you are involved in more cases
or as cases close, you must update this screen.

¢ Send a notice for each filing.
Checking this box means you will receive E-mail notices when activity
occurs throughout the day to the account(s) specified above. The title of
the E-mail will describe the type of filing and the case number.

¢ Send a Daily Summary Report
A comprehensive list of one day’s activity can be sent once a day.
Notifications for claims will also be included in this mail list. (See Figure

3a.)

|Bruce Williams

11/26/2001 8511 Summary of ECF Activity

99-11228-Img Michael Holdman and Wendall Holdman Notice of Appearance 5

5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 1

5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 2

Figure 3a
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A Summary report includes the case numbers and titles of cases in which
activity occurred for that day. The text of the Summary E-mail notification will
display the docket event and the document number (including the hyperlink).

NOTE: You cannot elect to receive both separate notices and the summary
report.

¢ Format notices
Enter the E-mail delivery method. This selection will be determined by
your E-mail type.

O html format for Netscape or ISP E-mail servicer

The html format will include hyperlinks to the document or claim.
(See Figure 3b.)

Hotice of Electronic Filing

The following transaction was recetved from Clarence I Longsdale entered on 3/5/2002
at 240 AW CDT and filed on 9/5/2002 CDT

Case Name: Diale I Danmels
Case Numbher: 99-1000%
Document Number: 14

Daocket Text:
Cibjection to Clamm Filed by Debtor Dale T Danmiels . (Wilson, Joe)

Figure 3b

O text format for cc:Mail, GroupWise, other E-mail service
Text format will feature the URL of the PDF document which
can be copied and pasted into the location bar of your browser.
Figure 3c shows an example of a text formatted notice.

Notice of Electronic Filing
The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51 PM CST

Case Name: William Wonka

Case Number: 97-13259 https://bkecf-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl ? 252
Document Number: 2

Copy the URL address on the line below into the location bar of your Web browserto view the
document: https://bkecf-train.aottsd.uscourts.gov/cgi-bin/show_case doc?2,252,,169281,

Figure 3c

¢ When you have entered your E-mail preferences, click on
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STEP 4

NOTE:

[Return to Account screen].
Click on [Submit] to save the changes.

The SELECT THE CASES TO BE UPDATED screen will then appear
for the user to select the effected cases. (See Figure 4.)

EE F Bankruptcy « Adversary + Query « Reports « Utilities + Logout

Searching for existing Attorney Records
Select the cases to be updated

CAUTION: If you modified name, S5N, Tax 1D, or Bar ID) on the previous screen, the new values will be recarded for
ALL cases to which the person is linked. Modifications af other items will be recordsd ONLY for those cases you seiect
below, Chok the question mark oxr the menu bar above jor more information.

1999-10436 Travis Houston

1999-11223 Pinzy Wilson

1999-11228 Michael Holdman and Wendall Holdran
1993-11228 Michael Holdman and Wendall Holdrman
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Tools "R" Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Submit | Clear

Figure 4

Maodifications to NAME, SSN, TAX ID, or BAR ID will automatically
update ALL cases.

Select desired cases and then click [Submit].

The screen in Figure 4a is used to confirm the information which has
been submitted. If you checked any of the boxes for sending notices for
each filing, or sending a Summary report, this screen will indicate the
option is turned “on”.

Any additional case numbers (and hyperlinks) will be displayed under
the Case list: heading. If invalid case numbers were entered, you will
receive an error message after submitting the data and be given the
chance to back up and enter a valid number.
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EE F Bankruptcy « Adversary + Query + Reports « Utilities « Logout

Updating person record...
Update Person Prid: 333454

The update was successful .. prid 333454 - D L. Wilson
The update was successful..

et up automatic e-mad notfication complete for D L. Wilsen
Send Notification in all cases for which you represent a party = on
Send Notification to primaty e-mail address = on

Case list:

99-11223 Pinzy Wilson

99-11225 Timethy Tisdale and Barbara Tisdale

E-mail notice of electronic filings for selected cases= on
Summary e-mail = off

Primary e-mail Address: DLWilseni@lawfirm net
Addimonal e-mal Address:

Figure 4a

STEP 5 If you click on More user information from your account screen, your
login and password information will be displayed
(See Figure 5.)

EECF Bankruptcy « Adversary + Query + Reports « Utilities + Logout
More User Information for D.L. Wilson
Login |w1lsondl Lastlogin 0%-05-2002 13:19
Password [srrvwrrvans Currentlogin  05-05-2002 13:19
Prid 333454 Create date 06/04/2001
Registered T Update date 11/15/2001
Internet Credit Card
Groups Atterney
Return to Account screen | Clear |
Figure 5
¢ You can change your own login and/or password here.
Remember:

* Logins and passwords are case sensitive.

* These are alphanumeric fields

* Passwords have a maximum of 8 characters

* When you enter a new password it is displayed on the screen. Your
subsequent queries to this screen will show only asterisks.
(No one will be able to tell you what your password is. Contact the
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court if you forget your password.)

¢ When you have entered the information as desired, click on
[Return to Account screen].

STEP 6 Your user account screen will appear again (See Figure 6.)

EE F Bahkruptcy « Adversary + Query +« Reports -« Utilities » Logout

Maintain User Account

Lastname [iilson First name |D.L.
Middle name I Generation
Title I Type aty

Office Iwilsun, Wilson & Assoc.

Address 1 [5550 1H 10 West

Address 2 [rx &
Address 3 |

City [fan intonia State [Tz | Zip [eza0 |
Country l— County l—;l

Phone [z10-5855-1235 Fax [ero-sss—asai |

ssw [ Taxd [

BarId 1232546 Bar status Active Mail group
Initials dlw DOB AD code End date
Email information | Ivlore user infarmation...
Submit Clearl
Figure 6
¢ When all of your account information is correct, click [Submit] to finish
processing.
STEP 7 A list of the cases you are associated with will then appear

(See Figure 7.)

EE F Bankruptcy +  Adversary + Ouery + Reports « Utilities + Logout

Searching for existing Attorney Records
Select the cases to he updated

CAUTION: if you modified rame, SSN, Tax I, or Bar ID on the previous scresr, the new values will be recarded for
ALL cases to which the person is linked. Modifications af other items will be recorded ONLY for those cases you select
below. Click the question mark on the menu bar above jor more information.

1999-10436 Travis Houston

1999-11223 Pinzy Wilson

1999-11228 Michael Holdman and YWendall Holdman
19592-11228 Michael Holdman and ¥Wendall Holdman
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Tools "R" Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Subrnit Clear |

Figure 7

Page -8-



CM/ECF Trustee' s Training Manual Maintaining Y our
Account

¢ If you want this new information to apply to all of the cases, click on
[**Update All***] at the top of the list. To change information only on
certain cases, hold down the [Control] key after selecting the first case
number and click on the others, one at a time, to highlight them.

¢ When you have all of the desired cases or [ **Update All***]
highlighted, click [Submit] to apply the new information.

¢ The system will update the records and inform you that they were
updated. You can then click on another selection in the CM/ECF Main
Menu Bar.

NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will
automatically update ALL cases.
USER TRANSACTION LOG
All docketing activity is recorded through each user's User Transaction Log. This feature is

found under Utilities on the CM/ECF Main Menu Bar. Information on this log can be selected by
date range. A typical excerpt from a transaction log is displayed below. (See Figure 8.)

EE F Bankruptcy + Adversary + Query +« Reports « Utilities + Logout

Transaction Log
Report Period: 08/28/2000 - 09/05/2002

| Id | Date Case Number Text
First Meeting of Creditors with 341(a) meeting to be held on
0 08/22/2002 09:23:54 |1-02-bk-10070 09/20/2002 at 01:30 PM at Room 101 U.S. Trustee's Office.
Objections for Discharge due by 11/1%/2002. (Wilson, D.L.)
l6562 | 060412001 10:33:48 [01-10002 |Opened New BE Case 01-10002
7508 | 080212001 093535 [01-10015 |Opened Hew BE Case 01-10015

Motion to Avoid Lien with Landry Restaurant Supply Filed by
Karen Houghston, (Wilson, D.)

Stipulation By Karen Houghston and BEetween Landry Restaurant
Supply filed by Karen Houghston, (Wilson, D)

Motion to Withdraw as Attorney Filed by Karen Houghston.

7514 08/02/2001 0%:56:38 ||01-10015

7524 08/02/2001 10:08:14 |01-10015

7526 08/02/2001 10:11:46 ||01-10015

(Wilson, D)
111638 | 08/02/2002 16:38:07 |02-40006 |Opened New BE Case 02-40006
112185 | 08/20/2002 152140 [02-10070 |Opened Hew BE Case 02-10070

Application to Pay Filing Fee m Installments Filed by Debtor

12342 08/22/2002 10:1%:13 ||1-02-bk-10070 Walter I Daniels (Wilson, D)

Figure 8

This record may be useful in researching case filings. Dates, case numbers, times and
document type are tracked.

Your transaction activity is not accessible to other users besides yourself except for court
systems staff.
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Mailings....Creditor Mailing Matrix

The Creditor Mailing Matrix report displaysthe list of creditors for a specific
case. Thelist contains those creditors uploaded at case opening and some of the
parties in the case.

STEP1 Select Utilities from the Main Menu. (See Figure 1)

5 TRALNING DArabase A reds ~ NeTyoape:

Your Account N
CMUECE Loz Legal Researt] B

Figurel

. Click on Mailings from the Miscellaneous Menu.

. The M ailings options screen displays. (See Figure 2)

3 TRAINING Dalabaye Arec - Nelycape

[Creditor Mailing Matrix

Special mailing group M (Highlight biank field for no special mailing group)
at &l

Format @ 1 column
O raw data format

Figure2
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STEP 2 Select Creditor Mailing Matrix from the Mailings Menu

(See Figure 3)

. The Creditor Mailing Matrix requires a PACER account.

. Enter the Case Number

. Click to select the appropriate for mat radio button

. Click on Run Report (or Clear to reset search criteria)

. Sear ch Results screen appears listing creditors for case
specified

. To print, click on Print button from browser toolbar

3 TRAINING Datadase A recs - Netycape:

2 A e

jov /cgi-bin/login, pl7179597106595523-L_916_01

Figure3
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Mailings....Mailing Info for a Case

Displays alist of Case Participants who receive email notification of documents
docketed and alist of Case Participants who require manual service for a specific
case.

STEP1 Select Utilities from the Main Menu, click on Mailings from the
Miscellaneous menu. Select Mailing Info for a Case.
(SeeFigure 4)

INING Database Ared: - Metycape:

Figure4

STEP 2 The Mailing Info for a Case screen isdisplayed. (See Figure 5)

3 TRAINING Databose Ared - Netycape

Mailing Information for a Case

iber to view the recipient list

[Enter the ca er
Caso Number o231 ]

Figure5

Enter the Case Number .
. Click on Submit to continue or Clear to reset.
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STEP 3

The Mailing Infor mation screen for a specified case displays.
(See Figure 6)

3 TRAINING Datubase Area - Netycape

EECF Bankruptcy Adversary ¢ Query Reports . Utilities . Logout
Mailing Information for Case 5-02-00011

(Electronic Mail Notice List

IThe following is the kst of attorneys who are currently on the kst to receive e-mail notices for this case
¢ (Mo e-mat reciprents)

IManual Notice List

(The following is the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual noticing). You may wish to use your mouse to select and
copy this kst info your word processing program in order to create notices or labels for these reciptents

(Tames D. Keffer
945 Fourth dvemue, Suite 701, Horris Bui
Huntington, W 25701

Thomas E. McIntire
Hain Htrest
Wheeling, WV 26003

Figure6
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L egal Research...Law Dictionary, Medical Dictionary
and Westlaw via the I nter net

This option links to aMedical Dictionary and aLaw Dictionary. You will remain
in CM/ECF while using these 2 options. Y ou are aso able to access Westlaw’'s
internet website. Y ou will need a Westlaw account to do so and be advised that
you will be logged out of CM/ECF when you choose this option.

STEP1 Select Utilities from the Main Menu (See Figure 7)

3 TRAINING Database A rec - Nelycape

Your Account Miscellaneous
CM/ECE Login Legal Research

Change Your Client Code Mailings.

Change Your PACER Account Venfy a Document

Revi ing History
Yiew PACER Account Information
Yiew Your Transaction Log

Figure7

STEP 2 Click on Legal Research under the Miscellaneous menu. The
L egal Resear ch screen appears (See Figure 8)

% 1 1A LNENG X aTabvse A redy - NeTxcae

Figure8

STEP 3 By clicking on the Law Dictionary, Medical Dictionary or
Westlaw via the Internet, you can access either dictionary or use
Westlaw if you have a Westlaw account.
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Verify a Document

This option verifies that the electronic “signature” of a document is the same as
when the document was filed with the Court. It assures the user that the document
has not been altered since it was originally filed with the Court.

STEP1 Select Utilities from the Main menu. (See Figure 9)

3 TRAINING Databuse Ared - Netycape

Adversary © Query -  Reports - Utilities

Your Account Miscellaneous
CHW/ECE Login Lepal Research
Change Your Client Code Madings
Change Your PACER Account Verify a Document
Maintain Your ECF Account

Review Billing History
View PACER Account Information

View Your Transaction Log

Figure9

STEP 2 Click on Verify a Document link from the Miscellaneous menu.
The Verify Document(s) selection screen appears. (See Figure
10)

B TRAINING Databuse Arew - Netycape

rrrrrr

Verify Document(s)

Case Number

9912345, 199.bk-12345 or 1.99-bk-12345
Specify the number of the docket eniry contairing the document to be verified
o

Figure 10
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STEP 3

. Insert a Case Number

. Insert the Document Number of the Document you wish
to verify.

. Click on Next to continue or Clear to reset.

The Document Verification screen appears. It displays
information regarding the .pdf document. The Electronic
Document Stamp is stored in the system when a document is filed.
Choosing to verify the document, causes the system to display the
origina document stamp and the current document stamp, showing
that the file is the same as when filed. (See Figure 11)

3 TRAINING Database A rec: - Nelycape

Date  # cleet Text

02/19/2002 1 Chapter 7 Voluntary Petition. Receipt Number 12345, Fee Amount $200. Filed
by Robert W. Siburt . (1B, )

[File size is 3017

Original Signature(s)

[Document No: 431
[Document description: Main Document

Original fil {H/CLERK: potition PDF

[Ele ctronic document Stamy

[STAMP bleofStamp_[D-928911880 [Date—2/19/2002] [FleMumber—131 0] [20
[Mc2af9121629ba05cT0dTeT9acae 533746 14186440 1bal 1a868bba33126c 14f86c8 1a
2451538 10 eb Bl 21 55557 Tb iR 8 o3 0070022302 £a84db]]

|Verified Signaturc(s)

[Ducument ( No: 431
[Document description: Main Document

Original fil IL/CLERK: petition PDT

[Ele ctr t Stamy

[STADME p_TD— Sao11080 [Date=2/15/2002] [TileMumber—431-0] [Zc
[Mc2af9121629ba05cT0dTeT9acae 533746 14186440 1bal 1a868bba33126c 14f86c8 1a
24515360 10 6ebB 21 5555773 8 o3 003 d0sE302E0% 44bd]]

The documents signatures are the same

Figure1l
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Converting Documentsto .pdf

Only .pdf (Portable Document Format) documents may be filed using the Court’s
electronic filing system. If you attempt to upload a non-pdf file, or submit a
standard docket entry without a document, an error message appears. (See Figure
1)

W TRAINING Daiabase Ared - Netycape
File Edit View Co C Help

Bﬁ.ﬂ&gﬁiadétﬁl;ﬁ

me  Seach Nelscape Pt Seouily Shop  Siop

I Bockmaks i L I buscoun jbindlogin 236363861527 3523L_516_01 =] 0 hats Relaed

File a Motion:
5-02-00011 Robest W. Siburt

[ERRCE: Document is not a well-formed PDF document (no further information is available).

Back

Figurel

Converting a Document to .PDF Format

Conversion of any word processing document to a Potable Document Format (.pdf) is required
before submission to the Court’s electronic filing system. The following instructions will guide
you through the process of converting aword processing document to .pdf. For this example,
WordPerfect 9 is used.

When Adobe Acrobat (the full version, not the reader isinstalled on your computer, one of the
option installed is PDF Writer. To convert aword processing document to .pdf, you will choose
“print” (just as you do to print afile), but change your default printer to PDF Writer. By making
this selection, your document won’t be printed, instead it will give you the opportunity to save
your filein .pdf format and give it afilename. Y ou should have a directory on your pc or network
available for saving these .pdf files.

The conversion processiis relatively simple and can be accomplished in afew ways depending

upon the word processing program you use. In the following pages, we will walk you through
the basic steps of converting any file created by a Windows based program. In some instances,
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some of these steps may be eiminated depending on what software you are using and how your
system has been configured.

Y our bankruptcy preparation software may convert documents to .pdf. Refer to your software
vendor regarding converting to .padf.

Basic requirements for creating .pdf files:

1 Word processing software. For example: Microsoft Word or WordPerfect.
! Adobe Acrobat PDF Writer

Converting a Word Processing Document to .pdf Format

STEP1 Using your Word Processing Software, open the document you
wish to convert to .pdf and review the document for accuracy.

STEP 2 To begin the conversion process, click th printer icon on your
toolbar or using the menus, click file and print. (See Figure 2)

X WordPerfect 9 - CIWINDOWS\Degktop\W

Y Ele Edt View [lmsert Format Tools Window |
OEES /EEw (4wl /A
Gl B2 -TY

Figure 2

STEP 3 The Print dialog box appears (See Figure 3)

. Select Acrobat PDFWriter from your list of printers.
. Click the Print button in the dialog box. The file will not
actualy print.
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Privnd to A crobal PDEWrider (LPTL )}

Acrobat PDFwWriter

[Spztem Default] HP Lazerlet 2200 Seriez PCL B
Acrobat Distiller

Canon Bubble-Jet BJC-4200
HF Lazerlet 2200 Series PCL B
HF Laserlet 5

HF Lazerlet 5H

HF Lazerlet GF

OrniFarm

FaperPort

PaperPort Colar

Figure3
STEP 4 Y ou will then receive the option to save the file as .pdf.
. The Save PDF File As screen will appear
(SeeFigure 4)

Sawve PPRE File Ax

=3 PDF Documents -

[FOF fles(<PDF) [
Figure4
. File Name: type a name using your preferred naming
convention.

. Save astype: Use drop down arrow if needed so that PDF
files (*.PDF) is selected.
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. Click on the Save button to save the file as a PDF document
to alocation where it may easily be retrieved later.

Note: It isstrongly suggested that you create a folder (or folders) specifically to store your
pdf documents.

Attaching PDF Files During Docketing

STEP1 During Docketing you will be prompted to attach your pdf
document.

. The PDF DOCUMENT screenisdisplayed. (See Figure
5)

—
- Utilities « Logout ?

Miscellaneous:
02-10005 Annie Hall

Select the pdf decument (for example: C19%ew501-21 pdf)

Filename

I Browse...
|Attachments to Document: @& INo  Yes %
Figure5
STEP 2 Click on the Browse button, then navigate to the directory where

the appropriate PDF file is located and select it with your mouse.

STEP 3 To make certain you are about to associate the correct PDF file for
this entry, right-click on the filename with your mouse and select
Open. (SeeFigure6)
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File Upload
Losk it | =3 PDF Files x| = £k EE-

[E Motion to Dismiss 00_10006.pdi  To] NTCABN. FDF B Proposed O

[T Matian ta Dismiss 00_10029.pdf T2 Objection ba Plan. pdf T Reaffimatia
Higtary (| Matian to Dismiss 00_10054.pdf T2 Objection.pdf T Receipt pdf
- M= Motion PDF T Order - Denying pd T REQABN.P
@ '@ Muation2. pdf '@ Order - Filing Fees. pdf '@ Response.p

P T Matiana. pdf Select df T SCHED O

o T Matiand. pdf pdf T Schedule &
o) [T Matians. pdf W f T Schedule B

by Documents Matice af Appearance. pr Frint '@ Schedule C
I@NUHCE-DC” Scan for Viruses... @Schedule D

; '@ MoticelolCarvta 7. pdf mb1 Onew. pdf '@ Schedule E

. i M ake Available Offline
K| Open With » ]
Cuick Yiew Plus
File name: INotice 9 Quick Print j Iﬂl
Files of type: [ Fiies | 2 Winip b | Cancel |
7
Camd Tm 9

Figure 6

. Thiswill launch the Adobe Acrobat Reader to display the

contents of the PDF document. Verify that the document is

correct.

STEP 4 Close or minimize the Adobe application after verifying the correct
file and click Open on the File Upload dialogue box. (See Figure
7)

File Upload I 3
Lock in: [ 3 PDF Files x| & &k B
¥ Mation to Dismiss 00_10005.pdf TR]MTCABN.PDF T Proposed 0
b ation ko Digmizs 0010029 pdf '@ Objection to Plan. pdf '@ R eaffirmatio
Mation ba Dismiss 00_10054.pdf B Objection.pdf T Receipt.pdf
Mation PDF @Drder - Derying. pdf @HEQABN.P
'@ Order - Filing Fees. pdf '@ Response.p
T Order - Granting. pdf T SCHEDD.
T Order Distribution. pdf T S chedule A
T Oirder Multi Part, pdf T Schedule B
T Order.pdf T 5chedule ©
T Plan.pd T Schedule D
'@ Proof af Claim_formb] Onew. pdf '@ Schedule E
[ — i
File name: INotice of Appearance. pdf j Open wh
Files of type: All Files [+ bt Cancel )
P | ! [~ 7
Figure7
STEP5S To add an attachment, such as a proposed order, exhibit, etc.
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click the yes radio button next to “ Attachments to Documents’ and
click next. (SeeFigure 8)

M TRAINING Dadabase A red - Netyoape

e
tps: b o 412361L_316_1H F\ gl

EEC F Bankruptcy . Adversary ¢ Query Reports 0 Utilities ~ »  Logout

File a Motion:
5:02-00011 Robert W_Siburt

Select the paf document (for example: CA199cv301-21.pdd).

Filename

“Z:\UINDOHS\DEskwp\US-IBUZ - cert. “-

|Attachments to Document: O No & Tes

Y| caa
Figure8

STEP 6 The Select one or mor e attachments screen will appear.
(See Figure9)

3% TRAINING DatabaseA rew - Netycape

EECF Bankruptcy . Adversary *  Query Reports . Utilities . Logout

File a Motion:
5-02-00011 Robert W_Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Cappendiz pdf).

Filename

[ I

2) Select a document type andlor enter a description

Type Deseription

| HI |

3) Add the filename to the st box below. I you have more attachments, go back to Step 1. When the list of flenames 15 complete, click n the Next button

_asuln |
__Fonowionist_|
ot
Figure9

STEP7 . Click on the Browse button to search for the file you would
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and Attachments (Proposed Orders, Exhibits, etc.)

STEP 8

like to attach. (Just as you would do when browsing for
your main document)

. Under step 2, click on the drop-down arrow and choose
what document type you are attaching, if it a proposed
order, choose that type.

. Then typein adescription
(See Figure 10)

3 TRAINING Databose Arew - Netycape

2 B e

ourts gov/ogi binflogi pI7 3408464341 2361 L_916_01

—
EECF Bankruptey . Adversary « Query +  Reports  « Utiities

File a Motion:
5-02-00011 Robert W. Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)

Filename

[\ WINDOUS\ besktop! Proposed Order UH_

2) Select a document type andfor enter a description

Type Deseription
[Proposed Order [for Hotion to imend ]
3) Add the flename to the lst box below. E'you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Nezt button,

B—
Rz |
e

Figure 10

Click on Add to List. When you do this, the pathname of where
your document was stored will appear in the box in step 3 and the
boxesin steps 1 and 2 will blank out. (See Figure 11)
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STEP9

3 TRAINING Database A reds - Netycape

Bankruptey . Adversary © Query - Reports « Utilities

File a Motion:
5-02-00011 Robert W. Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: C'lappendix pd).

Filename

I |G |

2) Select a document type anddor enter a description.
Type Description

[ H ]

3) Add the flename to the list box below. I you have more attachments, go back to Step 1. When the list of Slenames is complete, click on the ezt button

CAWWINDOWS\Desktop\Proposed Order 02-11.PDF j _

e
Figure 1l

If you have more documents to attach, start the process over
by browsing for the next attachment and proceed to # 2 and
then # 3, as shown in Figure 11.

If you are finished with adding attachments, click next.
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Rejection

Trustee's Appointment Rejection

This process shows the steps and screens required for a trustee to resign from an appointment in a

casein CM/ECF.

STEP1

STEP 2

STEP 3

Click on the Bankruptcy menu on the CM/ECF Main Menu Bar.
(SeeFigurel)

5 P
UECF Bankruptey o Adversay  + Query o+ Reports o Utfitles +  Logout 9
Figurel

The Bankruptcy Events screen displays. Click on the Trustee/lUS
Trustee menu option. (See Figure 2)

2 @ e

-grbinvlogin. pl? 265666336 269466-L_916_0-1

Bankruptcy . Adversary « Query -  Reports .+ Utities

[Bankruptcy Events

Answer/Response.
Appeal

Batch Filings

Claim Actions
Creditor Maintenance
File Claims
Motions/Applications
Iulti-Case Docketing
Metices

Cther

Plan

Trustee/U5 Trustee
Trustee's 341 Filings

Figure2

The Case Number screen displays. Enter the case number for your
case and then click Next. (See Figure 3)

i TRAINING Database Ared - Netyoape

a0 m & B e

i)
htps: fect-iain werb uscoutts gov/cabinlogin pl72B58BE336283485-L_316_0-1 ’—‘ gl

Bankruptcy . Adversary o Query Reports »  Utiitles ¢ Logout

Trustee action

Case Number

0145, L0 345 o L9125

S| ot
Figure3
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STEP4 A list of Trustee/US Trustee events displays.
. Verify the Case Name and Number befor e proceeding.

. Select Appointment Rejection from the list of events.
. Click the Next button.
(SeeFigure 4)

3 TRAINING Database A reds - NeTycape

Trustee action

5-02-00011 Robert W Siburt

Chapter 12 Trustee's Final Report and Account
Chapter 13 Plan Recommendation

Chapter 13 Trustee's Final Report and Accourt
Chapter 7 Trustee's Initial Report

Claim Recommendation

Compensation

Figure4

STEP5 The Select the Party: screen displays.
. Select the trustee that is the party filer form the list.

. Click the Next button.
(See Figureb)

¥ TRAINING Databuse Ared - Netyoape

Bankruptey . Adversary e Query Reports . Utilities Logout

Trustee action:
3-02-00011 Robert W. Sibust

Select the Party:
Agsociates Finance, [Creditor] Add/Create New P
Bachrnan Caurt Reporting, [Other Prof |
David Jones Auction Senvice, [Auctionesr]
Ford Motor Credit Company, [Creditor]

Siburt, Robert W, [Debtor]

tot| v
Figure5
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STEP 6 The Attor ney/Party Associations screen appears.

. If thisis an attorney/party association, click the box to
associate the filing attorney to the filing party, or asin the
case of the trustee filing this document, |eave the box blank
and an association will not be set.

. Click the Next button.

(See Figure 6)

®

ogbin/login pl7 265656 336289466-L_316_01

EECF Bankruptey . Adversary «  Query Reports . Utilities
Trustee action:

5-02-00011 Robert W. Sibust

|The following attorney/p arty associations do not exist for this case,
[Please check which associations should be created for this case:

[ Sheehan, Martin(irtr) represented by Shechan, Martin (aty)

Figure6

STEP7 The Select the pdf screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4 of this manual.

. Click the Next button when finished.

(SeeFigure7)

¥ TRAINING Databage 4 re - Netycape

EECF Bankruptey . Adversary o Query Reports g Utilities . Logout

Trustee action:
3-02-00011 Robert W. Siburt

Select the pdf document (for example: C:\199cv301-21.pd).

Filename

| _Bowse,|

\Attachments to Document: € No © Yes

toa| - caa
Figure7
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STEP 8 The Select the Trustee screen displays.

. Click on the resigning Trustee's Name.
. Click the Next button.
(See Figure 8)

M TRATNING Datuboge A red - Netycape

ibin/logi, pl? 265666336209466-

EECF Bankruptoy . Adversary « Query -  Reports - Utiities

Trustee action:
5-02-00011 Robert W, Stburt

Select the trustee or trustees no longer associated with the case.

|

Figure8

STEP9 The Docket Text: Modify as Appropriate screen displays.
. Y ou may click on the down arrow of the preview box to
add text before the docket text.
. If necessary, you may add a small amount of text in the
open add text box.
. Click Next when you are satisfied the docket text |ooks ok.
(See Figure9)

3 TRAINING Database A reds - Netycape

Trustee action:
5-02-00011 Robert W. bt

Docket Text: Modify as Appropriate.

Trustee's Rejection of Appointment . Martin P. Sheehan removed from the case.

Filed by Martin P. Sheehan . (Sheehan, Martin)

Figure9

STEP 10 The Final Docket Text screen displays. Thisisthe LAST
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opportunity to verify the accuracy of the information. Submission
of thisscreenisfinal.

. If the final docket text isincorrect, click the back button of
your Browser to find the screen you need to modify.

. To abort or restart the transaction, click on the
Bankruptcy menu on the Main menu bar.

. If you are satisfied with the docket text, click Next.
(See Figure 10)

¥ TRAINING Databaye A rew - Netycape

A m & E e

|https: ¢/ ch-ain wvnb uscourts gov/eaibindlagin pI7265666336283466- 01 ’—‘ (il

EE c F Bankruptey . Adversary +  Query Reports . Utilities . Logout
Trustee action:

5-02-00011 Rebert W. Sburt

Docket Text: Final Text
Trustee's Rejection of Appointment. Martin P. Sheehan removed from the case. Filed by Martin P. Sheehan. (Sheehan, Martin)

Attention!! Submatting this sereen commuts this transaction. You will have no further opportunity to modify this submission if you
continue.

Figure 10

STEP 11 The Notice of Electronic Filing screen displays.
When the Notice of Electronic Filing displays, you know the
entry was committed to the system. (See Figure 11)
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Rejection

Trustee' s Appointment

Bankruptcy Adversary +  Query Reports

T.S. Bankruptcy Court
Northern District of West Virgimia
[Motice of Electronic Filing

IThe following transaction was received from Sheehan, Martin P. entered on 7/31/2003 at 3.28 PM EDT and filed on 7/31/2003
Case Name: Robert W. Stburt

Case Number: 5-02-00011

Document Number: 112

(Docket Text:
(Trustee's Rejection of Appointment. Martm P. Sheehan removed from the case. Filed by Martn P. Sheehan (Sheehan, Martin)

IThe fellowing document(s) are associated with this transaction

[Document description:Main Document

Original fillename: C TWIND OW3Desktoph03-1802 - cert. of no obj. re mw may fees.pdf
(Electronic document Stamp:

[STAMP blcecfStamy [D=988911380 [Date=1131/2003] [Fleurber=9610-0] [a

I6826 ddfBee 112475520580 1badfOb56 7685 afa0c5dd7T004eb0eceb3da73013304
aa2fc7250 7042385826846 1330516 7e0c40793a3346Thd4 5 360d 1alfa]]

[5-02-00011 Natice will be electronically mailed to:
[5-02-00011 Notice will not be electronically mailed to:
James D. Keffer

845 Fourth Avenue, Sute 701, Morns But

[Huntingten, WV 25701

(Thomas E. Mclntire

(Main Street
(Wheeling, WV 26003

[E=E S |ecument: Dane

Figure1l
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Trustee's 341 Filings

Trustee's 341 Filings

The Trustee's 8 341 Filings program was designed to enable the trustee to record the outcome of
all cases set for a 8 341 meeting on a specific date.

STEP1

STEP 2

STEP 3

Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
(SeeFigurel)

Figurel

The Bankruptcy Events screen displays.

. Click on the Trustee's 341 Filings hyperlink. For further
information on each of these categories, click the ? (Help)
icon.

(SeeFigure 2)

AnswerResponse
Appeal

Batch Filings
Claim Actions

Creditor Mamntenance
File Clans
MotionsiAppheations
Multi- Case Docketing
Hotices

Other

Blan

Trustee/U3 Trustee
Trustee's 341 Filngs

Figure 2

The Trustee 341 Filing Date screen displays.

. Enter the specific date.
. Click the Next button.
(SeeFigure 3)
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STEP 4

¥ TRAINING Databuage Area - Netycape

o)
hitps://echhain wvnb.uscourts. gov/cgibin/login 7853610395 326082-L_916_01 r ‘ il

Bankruptcy 0 Adversary +  Query Reports 0 Utilities ~~ + Logout

Figure3

The 341 meetings scheduled for that date displays.
(SeeFigure 4)

3 TRAINING Databaie A red - Netycape

Bankruptcy . Adversary . Query Reports . Utilities

U.S. Bankruptey Court
Northern District of West Virginia
Trustee Martin P. Sheehan
Date: 08/15/2003

Report of
Case No. No Action No-Distribution ~ Imitial Report Contimue To ~ Date Tme  AMFM
5:03-bk-00043 Daffy Duck ® o o] o]
503-bl- 00048 Tames Tones 0 ® 0 0
503-ble-00057 Bugs Bummy o o ol ®
Figure4

Thetrustee may designate one of four outcomes:

. After making the appropriate selection, click the Submit button.

1. NO ACTION:

The trustee will check this option if debtor (and joint debtor) appears and the meeting
is held but the required identification was not provided to the Trustee at the meeting (a
continued meeting will not be necessary). Do not use this event if the action does not
apply to both debtorsin ajoint case. No entry will be made on the docket sheet. The
Court isawaiting further action from Trustee. The 341 Meeting deadlineremains

pending.
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If No Action is checked, the following events are requir ed to be submitted by the trustee
at alater timeto allow the case to proceed:

(1) Meeting of Creditors Held,
(2) No Distribution Report, or
(3) Trustee's Notice of Assets.

2. REPORT OF NO DISTRIBUTION:

The trustee will check this option if debtor (and joint debtor) appears, the meeting is
held and the Trustee determines the case to be a No Asset Case. Thisis a paperless entry,
no document will be filed, the 341 meeting deadline will be satisfied and the NDR text will
automatically appear on the docket sheet. Additional language will state that the First
Meeting Was Held. Do not use this event if both debtors did not appear in a joint case.

3. INITIAL REPORT:

The trustee will check this option if the first meeting has been held but the trustee has
not determined if the case is an asset or no asset case. The 341 meeting deadline will be
satisfied. The Court isawaiting further action from the Trustee.

If Initial Report is checked, the following events are to be submitted by the trustee a a
later time to allow the case to proceed:

(1) No Asset Report, or
(2) Trustee's Notice of Assets.

4. CONTINUETO:

The trustee will check this option if the 341 meeting isto be continued to a new date.
The new date/time is inserted by the Trustee. Text will automatically appear on the docket
sheet stating the new date and time. (If ajoint case, do not use this option if only one did
not appear and isto be continued. A separate entry must be made under Bankr uptcy,
Trustee/lUSTrustee, then click on the Notice of Continuance of M eeting of Creditors
event. Typein text box, who meeting is continued for.)

STEPS The Notice of Electronic Filing screen displays.
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H TRAINING Databuge A rew - Netycape

https: A/ echrain wynb.uscourts, gov/cgibin/login pl 785361 0395326082-L_316_01 |—

EECF Bankruptcy Adversary +  Query Reports . Utilities * Logout
U.5. Bankruptey Court

Northern District of West Virgimia
Motice of Electronic Filing

The followng transaction was received from Sheehan, Martn entered on 8/1/2003 at 2.05 PM EDT and filed on 8/1/2003
Case Name: Jatnes Jones

Case Number:  5:03-bk-00048

Document Number: 4

Docket Text:
First Meeting Held and Trustee's Report of No Distrbution: Trustee of this estate reports and certifies that the trustee has performed the duties required of a trustee under 11 T7.3.C. 704
and has conchidzd that there are no assets to admimster. (Sheehan, Martin)

Case Name: Bugs Bunny
Case Number: 2:03-bk-00057
Docuent Number: 3

Docket Text:
(Sheehan, Martm)

The fellowing d 5) are | with this transaction

5:03-bk-00048 Notice will be electronically matled to:
artin P. Sheehan  mbacsmar@aol com
5:03-bl-00048 Notice will not be electronically mailed to:

ammes Jones
101 Mam Street
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Chapter 7 Trustee’'s No Asset Report

This process shows the steps and screens required for a trustee to complete a No Asset Report
after the first meeting, in instances where either No Action or Initial Report were checked on
the Trustee's 8 341 Filings report on CM/ECF.

STEP1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1)

EE C F Bankruptcy . Adversary ¢ Query Reports . Utilities . Logout ?

Figurel

STEP 2 The Bankruptcy Events screen displays.

. Click on Trustee/lUS Trustee hyperlink. For further
information on each of these categories, click the Help icon.
(SeeFigure 2)

EECF Bankruptcy . Adversary + Query « Reports »  Utlites «  Logout ?

Bankruptcy Events

AnswerResponse

Appeal

Batch Filingy

Clatm Actions

Creditor Mantenance..

File Clais

MotionistApplications

Dul-Case Docketing

Motices

Other

Blan

Trugtee/TT3 Trustee

Trustee's 341 Filngs
Figure 2
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STEP 3 The Case Number screen displays.
. Enter the case number for the appropriate case.
. Click the Next button.
(See Figure 3)

Bakruptey — + Adwersay o Quey o Repots o ffifes  + Logot o

Trustee action

Case Number

(i-1602 02045, 1 0-HE 12040 o 900 1045

Figure3

STEP4 The Events screen displays.
. Select No Asset Report from thelist of events
. Click the Next button.
(SeeFigure 4)

Trustee action

5-02-00011 Robert W, Siburt

Final RetlAcct-Application for Closing B
Final RetlAcct-Asset

Mesting of Creditors Held

Mesting of Creditors Held Not Ch. 7 J
Motion to Dismiss Case

Mo Asset Repart

Notice of Abandonment

Natice of Appointment of Creditors' Comrmittes =

Figure4
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Chapter 7 Trustee's No Asset Report

STEP5

STEP 6

The SELECT PARTY screen displays.
. Select the trustee that is the party filer from thelist.
. Click the Next button.

(See Figureb)

3 TRAINING Databuase A reds - Netycape:

Trustee action:
5-02-00011 Robert W. Stburt

Select the Party:
Associates Finance, [Creditor] AddiCreate New P;
Bachran Court Reporting, [Other Prof ]
David Jones Auction Service, [Auctioneer]
Ford Motor Credit Campany, [Creditor]

Sibutt, Robert W. [Debtor]

Figure5

The Association screen appears.

. If thisis an attorney/party association, click box to associate
filing attorney with the filing party OR
. If there is no attorney association, leave box blank so that

an association will not be set.
. Click the Next button.
(See Figure 6)

3 TRAINING Databuase Ared - Netycape

Adversary +  Query +  Reports

Trustee action:
5-02-00011 Robert W. Siburt

(The followityg attomeyfparty assoctations do not exist for this case,
(Please check which assoctations should be created for this case:

[ Sheehan, Martin(rrr) represented by Sheehan, Martin (aty)

tea] - ca
Figure6




CM/ECEF Trustee' s Training Manual Chapter 7 Trustee's No Asset Report

STEP7

STEP 8

The Select pdf screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see section 4 on Attaching PDF Files for instructions.

. Click the Next button.

(SeeFigure7)

. TRAINING Database-Ared - Netyeape

Bankruptcy . Adversary o Query o Reports

Trustee action:
3-02-00011 Robest W, Siburt

3-02-00011 Robert W. Siburt

ton| oo
Figure7

The Modify Docket Text screen displays.

. Y ou may add a small amount of text as needed.
. Click on the Next button.
(See Figure 8)

W TRAINING Database A red: - Nelyoape

EECF Bankruptcy . Adversary ¢ Query Reports
Trustee action:

30200011 Robert W, Siburt

Docket Text: Modify as Appropriate.

Trustee's No Asset Report Filed by Martin P. Sheehan . (Sheehan, Martin)

Figure8
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STEP9

STEP 10

The Final Docket Text screen displays. Thisisthe last opportunity

to verify the accuracy of the information. Submission of this screen

isfinal.

. If the final docket text isincorrect, click the browser [Back]
button to find the screen needed to modify.

. To abort or restart the transaction, click the Bankruptcy
menu on the Main Menu Bar.

. Click the [Next] button if correct.
(See Figure9)

¥ TRAINING Database Area, - Netycape

30

Bankruptcy ' Adversary +  Query + Reports +  Utiities +  Logout

Trustee action:
5-02-00011 Robert W, Sihurt

Docket Text: Final Text
Trustee's No Asset Report Filed by Martm P. Sheehan. (Sheehan, Martin)

Attention!! Submitting this sereen commits this transaction. You will have no further opportunity to modify this submdssion if you
continge.

tea| il
Figure9

The Notice of Electronic Filing screen displays.
Each notice will include the following:

. Who filed the document

. Date and Time
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. Case name

. Case number

. Document number

. Origind filename (pdf)

. Electronic document stamp

. Electronic mail recipients and manual notice lists

(See FigurelO)
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4 hitps: //echtrain wvnb uscaurts. gov/egibin/ogin pl7235 36644241 1946-L_916_01 7| dl

EECF Bankruptcy Adversary o Query o+ Reports o Utiities +  Logout
U.S. Bankruptey Cowt

Northern District of West Virgimia
[Notice of Electronc Fiing

The following transaction was tecewed from Sheehan, MartnP. enterad on 842003 at 1.02 PM EDT and filed on B/4(2003
Case Name: Rebert W. Siburt

Case Number: ~ 3-02-00011

Document Nuraber: 116

Docket Text:
Trustee's No Asset Beport Fied by Martn P, Sheehan, (Sheehan, Martn)

The folowing document(s) are associated with this transaction

Docurnent deseription:

Origmal flename: CAWINDOW 3 DeskiopProposed Crder 02-11PDF
Electronic document Stamp:

[STAMP bleectStamp [D=388911880 [Date=8/4/2003] [FleNumber=5437-0] [78
04fB221 307 e Taact 26 T032 76 2baf 3 daead Tacf03aTa20 30k d196 1 2ad35 7
4df1 26240 T4efh 396 8923320689300 Sh 3006822821 1091030])

5-02-00011 Notice will be electronically mailed to:
Wertn P, Sheehan  mkacsmar@zol com

5-02-00011 Natice will not be electronically mailed to:
Tatnes D. Keffer

345 Fourth Avenme, Sute 701, Moms But
Funtington, WV 25701

Thormes E. Mclntire
Figure 10
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Abandonment

Trustee' s Notice of Abandonment

This process shows the steps and screens required for a trustee to complete a Trustee's Notice of
Abandonment in CM/ECF.

STEP1 Click on the Bankruptcy menu on the CM/ECF Main Menu Bar.
(SeeFigurel)
EECF Barkruptcy . Adversary o Query +  Reports .+ Utliles »  Logout ?
Figurel
STEP 2 The Bankruptcy Events screen displays
. Click on the Trustee/US Trustee menu.
(SeeFigure 2)

M TRAINING Database A rea - Netycape
file Edt View Go Ct Help

S A Y 2 Fg el
Bock  fo Pebsd  Home  Seach Neeope Pim 5 e
(e J Lacaton ] .

rrrrrr

Trustee/US Trustee

Trustee's 341 Filings

Figure 2

STEP 3 The Case Number screen displays.

. Enter the case number
. Click the Next button
(SeeFigure 3)
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CM/ECF Trustee's Training Manual Trustee' s Notice of
Abandonment

X TRAINING Databuse A red - Netycape

Bankruptcy . Adversary . Query . Reports

Case Number

5017545, 1 90,6k 17345 or 1.99.bk 12345

tet| ol
Figure3

STEP4 The Events screen displays.
. Verify the Case Name and Case Number before
proceeding.
. Select Notice of Abandonment from the list of events
. Click the Next button
(See Figure 4)

3 TRAINING Database A red: - Netycape

EECF Bankruptcy . Adversary +  Query +  Reports

Trustee action

5-02-00011 Robert W, Stburt

Final Rpt/Acct-Application for Closing
Final Rpt/Acct-Asset

Meeting of Creditors Held

Mesting of Creditors Held Not Ch. 7
Motion to Dismiss Case

Mo Asset Report

Natice of Appaintment of Creditors' Committee

Figure4

STEP5 The Select Party screen displays
. Select the trustee that is the party filer from the list.
. Click the Next button.
(See Figureb)
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Abandonment

i TRAINING Database Areas - Netycape

EECF Bankruptcy 0 Adversary +  Query +  Reports

Trustee action:
5-02-00011 Robert W._Siburt

Select the Party:
(Associates Finance, [Creditor] Add/Create ew P
Dachrnan Court Reporting, [Other Prof ]
David Jones Auction Serice, [Auctioneer]

Ford Motor Credit Comiani‘ Craditor]

Siburt, Robert W. [Debtor]

T
Figure5

STEP 6 The Attorney/Party Association screen displays.

. If thisis an attorney/party association, click the box to
associate the filing attorney with the filing party OR
. If there is no attorney association(asin this case), leave the

box blank so that an association will not be set.
. Click the Next button.
(See Figure 6)

¥ TRAINING Databuage Area - Netycape

Bankruptcy g Adversary s Query s Reports g Utilities . Logout

Trustee action:
5-02-00011 Robert W. Siburt

IThe following attomey/party associations do not exist for this case
[Please check which associations should be created for this case:

[ Sheehan, Martin(trtr) represented by Sheehan, Mattin (aty)

Figure6

STEP7 The Select the pdf screen displays
. Select the .pdf file to associate with this event. For more
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Abandonment

STEP 8

STEP9

detailed information about creating and attaching .pdf files,
see section 4 on Attaching PDF Files.

. Click the Next button

(SeeFigure7)

3 TRAINING Database Arew - Netycape

EECF Bankruptey . Adversary «  Query +  Reports

Trustee action:
5-00-00011 Robert W. Siburt

Select the pdf docurnent (for example: C:1199cv501-21.pdf)

Filename

| st |

(Attachments to Document: © No O Tes

toa| o]
Figure7

The What Item to be Abandoned? Screen displays.
. Enter abrief description of the property being abandoned
. Click on the Next button.

(See Figure 8)

¥ TRAINING Databuaye Area - Netycape

Trustee action:
5-02-00011 Rebert W Stburt

[What is item to be abandoned?}1293] Ford Truck

Figure8

The Docket Text: Modify as Appropriate screen displays.
. If you need additional information, click on the down-arrow
next to the preview box to add preview information.
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Abandonment

. Click the Next button
(See Figure9)

. TRAINING DatabaseArea - Netyoape

. 2 A )

3 rain. b, uscourts. gov/cgibin/dogin pl7853610395326082L_916_ 01

Trustee action:
3-02-00011 Robert W. Siburt

Docket Text: Modify as Appropriate.
Notice of Intent to Abandon 1993 Ford Truck Filed by Martin P. Sheehan . (Sheehan, Matin)

Figure9

STEP 10 The Final Docket Text screen displays.

. Thisisthe LAST opportunity to verify the accuracy of the
information. Submission of this screenis FINAL.

. If the final docket text isincorrect, click on the back button
of your Browser to find the screen that needs modifying.

To abort or restart the transaction, click the Bankruptcy menu on

the Main Menu bar.

. Click the Next button.

(See Figure 10)



CM/ECF Trustee's Training Manual Trustee' s Notice of
Abandonment

3 TRAINING DalabaseA rew - Nelycape

htp b.uscauts. g-bin/l L 916 01 r gl

EEC F Bankruptcy Adversary ¢ Query Reports 0 Utlities ~ +  Logout

Trustee action:
5-02-00011 Robert W. Sburt

Docket Text: Final Text
Notice of Intent to Abandon 1993 Ford Truck Filed by Martin P. Sheehan. (Sheehan, Marti)

Attention!! Submitting this sereen eommits this transaction. You will have no further opportunity to modify this submission if you
continue.

Figure 10
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CM/ECF Trustee' s Training Manual Trustee' s Notice of
Abandonment

STEP 11 The Notice of Electronic Filing screen displays.
. This screen verifies that the entry was committed to the
Court’s CM/ECF system.
(See Figure 11)
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Abandonment

¥ TRAINING Database Area - Nelycape

hitps./ /ectrain winb.uscourts. gov/ogi-binlogin pl?853610395326082.L_16_01 7 gl

EECF Bankruptcy Adversary +  Query Reports [ Utiities ~ +  Logout

UpICy Lour
Northern District of West Virginia
Notice of Electrone Fiing

The following transaction was recewed from Sheehan, Martin P entered on 8/1/2003 at 4:06 PM EDT and filed on 8/1/2003
Case Name: Robert W. Siburt

Case Number: 3-02-00011

Document Number: 114

Docket Text:
MNotice of Intent to Abandon 19%3 Ford Truck Flled by Martin P. Sheehan. (Sheehan, Martin)

The following document(s) are assoctated with this transaction

Document description:Main Document

Origial filename: CAWINDOWS\Desktop\Proposed Order 02-11.FDF
Electronic document Stamp:

[STAMP bleciStamp_[D=088411880 [Date=8/1/2003] [FileNumber=3623-0] [3e
46cbb 129208304478 3746204 5% bebe33dbb 302264500696 340754004 1eccd08 156
23220413e60386255334288 100 180bd 1{9ad 2ab6 392e 799 Shaddb 73]
5-02-00011 Notice will be electronically maled to:

Martin P Sheehan  mbacsmar@aol com

5-02-00011 Notice will not be electronically mailed to:

Tames D. Eeffer

%45 Fourth Avere, Suite 701, Morriz B

[Huntington, WV 25701

Thormas E. McIntre
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M otion to Dismiss Case

This process shows the steps and screens required for a trustee to file a Motion to Dismiss cases
on CM/ECF.

STEP1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar.
(SeeFigurel)

z =3
UE C F Bankruptcy . Adversary o Query Reports . Utilities . Logout ?

Figurel

STEP2- The Bankruptcy Events screen displays.
. Click on Motions hyperlink. For further information on
each of these categories, click the ? (Help) icon.
(SeeFigure 2)

¥ TRAINING DatabuseAreq - Netycape

/ﬂzﬁéfg\l@

tps: fechtrain wnb.uscouts. gov/ogrbindogin pl? 295 3664424 114EL_916_01 r| )

Bankruptcy . Adversary o Query +  Reports +  Utlites +  Logout

Bankruptcy Events

Answer/Response

Creditor Maintenance. .
File Clatms
Motions/Applcations
Mul-Cage Docketing

Hoties

Other

Dlan

Trustee/ U3 Trustes
Trugtee's 241 Fiigs

Figure2
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STEP 3

STEP4

The Case Number screen displays.

. Enter the case number for the appropriate case.
. Click the Next button.
(See Figure 3)

Case Number

pz-11 00-12345, 190-k- 12345 o 1.99-b-12049

Figure3

The Events screen displays.

. Verify ALL case numbersand case names. If the case
number and name do not match or isinvalid, click the
browser BACK button to re-enter the correct case number.

. Use the down arrow to the right of the box to scroll through
the Event Type list for the document being filed.

. Select Dismiss Case from the list of events.

. Click the Next button.
(SeeFigure 4)

b K
UECF Bankruptcy . Adversary o Query o Reports +  Utliies +  Logout o

File a Motion

5-02-00011 Robert W. Sibut

Deposit Funds ko Cout Registy 4]
Denosit Unclaimed Funds

Detemmine Secured Status

Determin Tax Liabilty

Disallow Claims

DimissCese

Distiss Case for Substantial Abuse
Distriss Party

Figure4
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STEP5

STEP 6

The Joint Filing screen displays.

. Click the radio button if thisis ajoint motion only.
. Click the Next button.
(See Figureb)

-
EECF Bankruptcy ¢+ Adversay o Query o+ Repots o+ Utlitles  + Logout 9

File a Motion:
50200011 Robest W. Stburt

[ Jott ing nth odher atomnepts)

Figure5

The Select Party screen displays.

. Sdlect the party filer (The Trustee should select himself as
filer).

. Click the Next button.
(See Figure 6)

z R
UECF Bankruptcy . Adversary o Query ¢+ Reports o+ Utlites +  Logout ?

File a Motion:
5-02-00011 Robert W Siburt

Select the Party:

(Associates Finance, [Creditr] B AddlCreate New Dary
Bachman Court Reporting, |Other Prof |

David Jonies Auction Senice, [Auctioneer]

Ford Motor Creft Company, [Credtor]

Sheehan, Martin P. [Trustes]

Siburt, Rabert W. [Debtor]

Figure 6
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Motion to Dismiss Case

STEP7

STEP 8

The Association screen displays.

If thisis an attorney/party association, click box to associate
filing attorney with the filing party OR

If there is no attorney association, leave box blank so that
an association will not be set.

Click the Next button.

(SeeFigure7)

T F)
UECF Bankruptcy . Adversary o Query + Reports «  Utiites «  Logout ?

File a Motion:
5-00-00011 Robert W Siburt

Figure

IThe following attorney/party associations do not exast for this case
(Please check which assoctations should be created for this case

[ Sheehan, Martm(rtr) represented by Sheehen, Merin (aty)

7

The Select pdf screen displays.

E

File a Motion:

Filename

Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see section 4 on Attaching PDF Files for instructions.
Click the Next button.

(See Figure 8)

R
Bankruptcy . Adversary o Query o Reports +  Utiites +  Logout o_

9-02-00011 Robert W. Siburt

Select the pdf document (for example: CA19%w01-21.pdf)

Jon| - ot

Figure

Browse...

(Attachments to Document: ® Mo O Ves

8
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STEP9

STEP 10

The With Certificate of Service screen displays.

. In the next field type “y” if a certificate of serviceis
attached to the pdf file; enter ‘n” if there is no certificate of
service attached.

. Click the Next button.

(SeeFigure9)

=
Bankruptcy ' Adversary o Query +  Reports o+ Utlitless +  Logout q

9-02-00011 Robert W. Siourt

(With Certificate of Service? y or n:fy
M Clear

Figure9

The Modify Docket Text: screen displays.

. Insert a small amount of additional text information if
needed. (For example: to Dismiss Case of Elizabeth Marie
Washington only for failure......

. Click the Next button.

(See Figure 10)

File a Motion:
3-02-00011 Robert W. Siburt

Docket Text: Modify as Appropriate.

=] Motion to Distiss Case | with Certifieate of Service Filed by Martin P. Sheehan .

(Sheehan, Martin)

Figure 10
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STEP 11

The Docket Text: Final Text screen displays.

. Thisisthe last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. At this point, if the final docket text isincorrect, click the
browser BACK button to find the screen needed to make
the modification.

. To abort this transaction, click on the Bankruptcy menu
onthe Main Menu Bar.

. If the Docket Text is satisfactory click the Next button.
(See Figure 11)

File a Motion:
5-00-00011 Robert W, Shurt

Docket Text: Final Text
Motion to Dismiss Case with Certificate of Service Filed by Martin P. Sheehan. (Sheehan, Martin)

Attention!! Subritting this screen commnits this transaction. You will have no further opportunity to modify this submission if you
continue.

Figure1l
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Motion to Dismiss Case

STEP 12 The Notice of Electronic Filing screen displays and your
transaction is complete.
(See Figure 12)

EEC F Bankruptcy

R
Adversary o Query o Reports ~ «  Utiites +  Logout o_

Wotice of Electronic Filing

(Case Name: Bobert W, Stburt
Case Number: ~ 3-02-00011

Document Number: 117

Docket Text:

Document description:}ain Document

Electronic document Stamp:

5-02-00011 Notice will be electronically matled to:
Marin P. Sheehan  mbacsmar@aol com

5-02-00011 Notice will not be electronically mailed to:
Tames D, Keffer

345 Fourth Avenue, Sutte 701, Morms But

Hustington, Wi 25701

Thommas E. MeTntire

hain Street
Wheeling, W 26003

The following document(s) are associated with this transaction:

Northern District of West Virgmia

The following transaction was receved from Sheehan, Martin P entered on 8472003 at 327 PM EDT and filed on 8/4/2003

Wotion to Distuss Case with Certificate of Service Filed by Martin P Sheehan (Sheehan, Martn)

Original filename: CTWINDOWS\Desktop\Proposed Order 02-11PDF

[STAMP bkectStam TD=988911830 [Date=3/4/2003] [Fieuzber=3640-0] [2c
162023900 T0Rb454b 360fde6ee 7242 12 104 24b66E1 2045745 83ec 58dab 778Be
7161 bz e 3505 0T04d624026 Te0d0dzae 200006 1 a8ade 7529815]]

B Document: Done
Figure 12
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Trustee’s Notice of Assets and Request for Noticeto
Creditors

This process shows the steps and screens required for a trustee to complete a Trustee's Notice of
Assets and Request for Notice to Creditors on CM/ECF.

STEP1- Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar.
(SeeFigurel)

EECF Bankruptcy . Adversary o Query ¢ Reports o Utiites +  Logout ?
Figurel
STEP 2 The Bankruptcy Events screen displays.
. Click on Trustee/lUS Trustee menu. For further

information on each of these categories, click the Help icon.

(SeeFigure 2)

Y
Bankruptcy . Adversary o Query + Reports »  Utlites »  Logout ?

(Bankruptcy Events

AnswerfResponse

Creditor Masntenanice..
File Clams
Motiotis/Applicaions
Dul-Case Docketing
Hotizes

Other

Blan

Trugtee/T5 Trustes
Trustee's 341 Flings

Figure 2

Page -1-



CM/ECEF Trustee' s Training Manual Trustee' s Notice of Assets

STEP 3

STEP 4

The Case Number screen displays.

. Enter the case number for the appropriate case.
. Click the Next button.
(See Figure 3)

Trustee action

Case Number

-1t 0.1245, L99-1 1345 or 1 994112545

Figure3
The Events screen displays.
. Scroll down and select Notice of Assets from the event list.
. Click the Next button.
(SeeFigure 4)
ﬁ Bankruptey ‘ Adversary ¢ Query Reports ~ +  Utiites +  Logout ?

Trustee action

3-02-00011 Robert W. Siburt

Mesting of Creditors Held Not Ch. 7 B
Mation to Dismiss Case

Mo Asset Repart

Natica of Abandanment

Notice of Appaintment of Creditors' Committee J

f

Notice of Assets
f
f

Notice of Continuance of Meeting of Creditors
Notice of Continuance of Mesting of Creditors (Paper) j

Figure4
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STEP5

STEP 6

The Select Party screen displays.

. Select the trustee that is the party filer from the list.
. Click the Next button.
(SeeFigureb)

: )
UECF Bankruptcy . Adversary o Query Reports +  Utiites  +  Logout o_

Trustee action:
5-02-00011 Robert W_Siburt

Select the Party:

Assaciates Finance, [Creditor] | Add(Create New Party
Bachman Court Reporting, [Other Prof]

David Jones Auction Senice, [Auctionesr]

Ford Motor Credit Company [Credto]
heefan, Malin . [Trustee]

Siburt, Robert %, [Debtor]

g

St ot

Figure5

The Association screen displays.

. If thisis an attorney/party association, click box to associate
filing attorney with the filing party OR

. If there is no attorney association, leave box blank so that
an association will not be set.

. Click the Next button.
(See Figure 6)

Trustee action:
5-02-00011 Robert W, Sibutt

(The followng attorneyfparty associations do not exist for this case
(Please check which associations should be created for this case:

[ Sheehan, Mertin(irtr) represented by Sheehan, Martin (aty)

Figure 6
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STEP7

STEP 8

The Select pdf screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4 on Attaching PDF files for instructions.

. Click the Next button.
(SeeFigure7)
Bankruptcy . Adversary . . Reports ~ «  Utiiies ¢  Logout ?
Trustee action:
3-02-00011 Robert W, Stbut

Select the pdf documert (for example: C119%cw301-21 pf)
Filename

| Browse...

(Attachments to Document: ® Mo O Ves

Figure7

The Modify Docket Text screen displays.

. Y ou may add a small amount of additional docket text in
the text box if appropriate.

. Click the Next button.
(See Figure 8)

z )
UECF Bankruptcy 0 Adversary o Query Reports ~ +  Utiities +  Logout ?

Trustee action:
5-02-00011 Robert W, Sibutt

Docket Text: Modify as Appropriate.

Trustee's Notice of Assets & Request for Notice to Creditors Filed by Martin P. Sheehan .
(Sheehan, Martin)

Figure8
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STEP9

STEP 10

The Final Docket Text screen displays.

. Thisisthe last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the final docket text isincorrect, click the browser Back
button to find the screen needed to modify.

. To abort or restart the transaction, click the Bankruptcy
hypertext link on the Menu Bar.

. Click the Next button if the docket text is correct.
(SeeFigure9)

=
Bankruptcy 0 Adversary ¢ Query Reports 0 Utilities . Logout ?
H

Trustee action:
3-02-00011 Robert W. Siburt

Docket Text: Final Text
Trustee's Notice of Assets & Request for Notice to Creditors Filed by Martin P. Sheehan. (Sheehan, Martin)

Attention!! Submitting this screen commits this transaction. You wall have no further apportunity to madify this submission if you
contimue

Figure9

The Notice of Electronic Filing screen displays.
Each notice will include the following:

. Who filed the document

. Date and Time

. Case name

. Case number

. Document number

. Origind filename (pdf)

. Electronic document stamp

. Electronic mail recipients and manual notice lists
(See Figure 10)
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TRAINING Databaye Ared - Netycape

F
UECF Bankruptcy Adversary ¢ Query Reports +  Utlities +  Logout

Northern District of West Virginia
Motice of Electronic Fiing

The following transaction was recewved from Sheehan, Martin P. entered on 842003 at 4:07 PM EDT and fled on 81412003
Case Name: Robert W. Siburt
Case Number:  3-02-00011

Document Number: 119

Docket Text:
Trustee's Notice of Assets & Request for Notice to Creditors Flled by Martin P, Sheehan. (Sheehan, Martin)

The following document(s) are associated with this transaction

Document description:Mamn Document

Original filename: CAWINDOW S \Desktop\Proposed Order 02-11.PDF

Electronic document Stamp:

[STAMP bhecfStamp_TD=088911880 [Date=8/4/20073] [Filelumber=0646-0] [6c
38712251 0ac5ea3036b 9166 745 194544420 8e2aa0 8 57188060528 ded 193 1860
cdaabred 1ed 0960452620193 10448 TcadfB0 3 c6c2Teal0ech 04])

5-02-00011 Notice will be electronically mailed to:
artin P. Sheehan  mbkacsmar@aol com

5-02-00011 Notice will not be electronically mailed to:
Tames D. Eeffer

345 Fowth Aveme, Sute 701, Mornis Bui

Huntington, WY 25701

Thomas E. Melntire

ain Strest
Wheeling, WV 26003

Figure 10
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CM/ECF Trustee' s Training Manua Motion to Sell

Motion to Sdll

This process shows the steps and screens required for a trustee to complete aMotion to Sell in
CM/ECF.

STEP1 Click on the Bankruptcy menu on the CM/ECF Main Menu Bar.
(SeeFigurel)
EEC F Bankruptey . Adversary . Query . Reports . Utilities . Logout ?
Figurel
STEP 2 The Bankruptcy Events screen displays.
. Click on the M otiong/Applications menu.
(SeeFigure 2)

z )
3] EC F Bankruptcy 0 Adversary ¢ Query + Reports . Utiities  » Logout Q

(Banlauptcy Events

Angwer/Response...
Appeal

Batch Filings

Claim Actions
Credtor Mantenance
File Claims
Motions/Applications
ulti-Cage Docheting
Notices

Other

DPlan

Trustee/US Trustee
Trustee's 341 Fiings

Figure 2
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CM/ECF Trustee' s Training Manua Motion to Sell

STEP 3

STEP 4

The Case Number screen displays.

. Enter the case number for the appropriate case.
Click the Next button.
(See Figure 3)

Trustee action

Case Number

| 99-17345, 199k 17345 0r 1-99-bic- 12345

Figure3

The Events screen displays.

. Verify the Case Name and Case Number before
proceeding.

. Select Sdll from the list of events.

. Click the Next button.
(SeeFigure 4)

File a Motion

3-02-00011 Robert W. Sibust

Reopen Chapter 12 Case |
Reopen Chiapter 7/13 Case

Sanctions

Sell Free and Clear

Set Hearing

et Last Day ta File Proofs of Claim

Sever Chapter 11 Case

Figure4
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CM/ECF Trustee' s Training Manua

Motion to Sell
STEPS The Joint Filing screen displays.
. If thisisajoint filing with another attorney, check the box,
if not, leave blank and click Next.
(See Figureb)

File a Motion:
5-02-00011 Robest W Siburt

[ Jomt filing with other attormey(s),

Figure5

STEPG6 The Select Party screen displays.

. Select the trustee who is the party filer from the list.
Click the Next button.

(See Figure 6)

File a Motion:
3-02-00011 Robert W. Shutt

Select the Party:

[Associates Finance, [Creditar]

Bachman Court Reporting, [Other Prof]
David Jones Auction Senvice, [Auctioneer]
Ford ot et Comoany Codiod__
Sheean, Mt B, Tuusteel
Siburt, Robert W. [Debtor]

& AddiCreate New Party

Figure 6
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CM/ECF Trustee' s Training Manua Motion to Sell

STEP7 The Association screen displays.
. If thisis an attorney/party association, click the box to
associate the filing attorney with the filing party OR
. If thereis no attorney association, leave the box blank so
that an association will not be set.
. Click the Next button.
(SeeFigure7)

=
EE C F Bankruptcy . Adversary +  Query Reports . Utilities . Logout o_

File a Motion:
5-00-00011 Robert W Siburt

IThe fellowing attorneydparty associations do not exist for this case
(Please check which associations should be created for this case

[ Sheehan, Martinjrr) represented by Sheehan, Martin (aty)

Figure7

STEP 8 The Select pdf screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4 for instructions.

. Click the Next button.

(See Figure 8)

File a Motion:
5-02-00011 Robert W, Siburt

Select the pdf document (for example: CA199cv301-21 pdf)

Filename

| Browse..,

\Attachments to Document: @ Mo O Tes

Figure8
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CM/ECF Trustee' s Training Manua Motion to Sell

STEP9

STEP 10

The Sell What? And Certificate of Service? screen displays.

. Enter abrief description of property to be sold.

. Enter “y” if acertificate of service is attached to the pdf
fileor enter “n” if thereis no certificate of service.

. Click the Next button.
(SeeFigure9)

- =1
E Bankruptcy 0 Adversary + Query Reports ~ +  Utities +  Logout ?

File a Motion:
5-02-00011 Robert W. Siburt

5ol Wt |
With Certificate of Service? y orn:
M Clear

Figure9

The Modify Docket Text screen displays.

. If needed, you make add something to docket text from the
Prefix Box.

. Y ou may aso add a small amount of text in the open text
box.

. Click the Next button.
(See Figure 10)

=
Bankruptcy . Adversary o Query E +  Utlites +  Logout ?

File a Motion:
3-02-00011 Robert W. Sibust

Docket Text: Modify as Appropriate.

x| Maotion to Sell A Ford Truck with Certificate of Service Filed by Martin P. Sheehan

. (Sheehan, Martin)

Joa] ot

Figure 10
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CM/ECF Trustee' s Training Manua Motion to Sell

STEP 11

STEP 12

The Final Docket Text screen displays.
. Thisisthe Last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the final docket text isincorrect, click the back button in
your browser to find the screen that needs modified.

. To Abort or restart the transaction, click the Bankruptcy
menu on the Main Menu Bar.

. Click the Next button if correct.

(See Figure 11)

Bankruptcy . : « Query +  Reports +  Logout

File a Motion:
5-02-00011 Robert W, Stburt

Docket Text: Final Text
Motion to Sell A Ford Truck with Certificate of Service Filed by Martim P. Sheehan. (Sheehan, Martin)

Attention!! Submitting this screen cormits this transaction. You will have ne further opportunity to modify this submussion if you
contnue

Figure1l

The Notice of Electronic Filing displays
(See Figure 12)

Bankruptcy . Adversary . Query . Reports . . Logout

Northern District of West Virgimia
Notice of Electronic Filing

The following transaction was recetved from Sheehan, Martin P. entered on 8/6/2003 at 3:21 PM EDT and filed on 8/6/2003
Case Name: Robert W. Siburt
Case Number: 3-02-00011

Document Number: 121

Docket Text:
Meotion to Sell & Ford Truck with Certficate of Service Filed by Martin P. Sheehan. (Sheehan, Martm)

The following document(s) are associated with this transaction.

Document description: Main Document

Original filename: C\WINDOW 3\Desktop\Proposed Order 02-11 PDF
Electronic document Stamp:

[STAMP bhecE3tamp_TD=588911830 [Date=8/6/2003] [FleNumber=3657-0] [71
79255ef3353660b 620224183826 9ef5 54bce3b35913bd05 docb 1bdecb279%ead 1 0bafa
c15fde 2c9ce 3eab 1010024203 ca3c59b48c4a2e6c 962 1b6£781086]]

5-02-00011 Notice will be electronically mailed to:

Martin P Sheehan  mkacsmar@acl com

5-02-00011 Notice will not be electronically mailed to:

Tatnes D. Eeffer

845 Fourth Avenue, Suite 701, Morris Bui

Huntington, WV 25701

Thomas E. Mclntire

Figure 12

Page -6-



CM/ECF Trustee' s Training Manual Application to Employ

Application to Employ

This process shows the steps and screens required for atrustee to file an Application to Employ
professionals in a case (Attorneys, Accountants, Auctioneers, etc.).

STEP1 Click the Bankruptcy menu from the Main Menu Bar.
(SeeFigurel)
‘ EEC F Bankruptcy . Adversary *  Query . Reports . Utilities . Logout ?‘
Figurel

STEP 2 The Bankruptcy Events screen displays.
. Click the M otions/Applications menu.
(SeeFigure 2)

=
Bankruptcy ' Adversary o Query + Reports +  Utlies +  Logout o_

Bankuptcy Events

AnswerlResponse.

Motions/Applcations
ulh-Case Docketing
Noices

Other

Ple

Trustee/US Trustee
Trustee's 341 Filngs

Figure 2
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CM/ECF Trustee' s Training Manual Application to Employ

STEP 3 The Case Number screen displays.

. Enter the Case Number .
. Click on the Next button.
(See Figure 3)

ﬁ Bankruptcy . Adversary o Query Reports +  Utiities +  Logout ?
File a Motion

Case Number

n2-11 9012345, 1 99-ti-1 2345 o2 1 99-tic 1 2345
Next|  Clear

Figure 3
STEP 4 The File a Motion screen displays.
. Use the elevator buttons to scroll down to Employ.
. Click on Employ once to highlight.
. Click on the Next button.
(SeeFigure 4)
ﬁ Bankruptcy . Adversary 0 . Reports +  Utlities  +  Logout ?

File a Motion

5-02-00011 Robert W. Sburt

Distniss Case for Substantial Abuse j
Dismiss Party

Dismiss/Withdraw Document

Distrbwte =
ooy

Examination

Expedite Hearing

Extend Exclusnity Period j

Figure4
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CM/ECF Trustee' s Training Manual

Application to Employ

STEP5

STEP 6

The Joint Filing screen displays.
If thisisajoint motion, click on the radio button

If thisis Not a Joint motion, |leave the radio button blank
. Click on the Next button.

(See Figure )

File a Motion:
5-02-00011 Robert W. Sibust

[ Joint fling with other atorney(s)

St o

Figure5

The Select the Party screen displays.
. Select the trustee that is the party filer from the list.
. Click on the Next button.

(See Figure 6)

: ~
UECF Bankruptcy . Adversary o Query +  Reports o+ Utliles +  Logout Q

File a Motion:
5-02-00011 Robert W, Siburt

Select the Party:

Assaciates Finance, [Creditor Bl AddCreste New?P
Bachran Court Reparting, [Cther Prof |
David Jones Auctian Senice, [Auctioneer]

chechan, Marin . Tusteel
Siburt, Robert W. [Debtor]

Figure 6
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CM/ECF Trustee' s Training Manual Application to Employ

STEP7

STEP 8

The Party Association screen displays.

. If thisis an attorney/party association, click the check box
. If thereis no attorney association, leave the box blank
. Click the Next button.
(SeeFigure7)
E Bankruptcy . Adversary o Query Reports  +  Utlitles  «  Logout ?

File a Motion:
50200011 Robert W Siburt

IThe followang attorney/party associations do not exst for this case
(Please check which associations should be created for this case:

[ Sheehan, Mertinfirtr) represented by Shechan, Martn (aty)

Figure7

The Select the pdf document screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4.

. Click the Next button.
(See Figure 8)

E Bankruptey f Adversary + Query + Reports +  Utiies +  Logout ‘?

File a Motion:
50200011 Rebert W. Siburt

Select the pdf document (for example: CV199cv301-21.pdf)

Filename

[ Browse...

\Attachments to Document: @ Mo O Tes

Figure8
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CM/ECF Trustee' s Training Manual Application to Employ

STEP9

STEP 10

The Professional Information screen displays.

. Enter the Name of the Person to be Employed
. Enter the Type of Position (Attorney, Accountant, etc.)
. Click the Next button.
(SeeFigure9)
EECF Bankruptcy . Adversary o Query +  Reports o+ Utlitiess +  Logout ?
File a Motion:
5-02-00011 Robert W. Siburt

(Enter Name of Person to be Employed ,IJHHST
(Enter Type of Pogthon [ecountant
(With Certificate of Service? y or n:,V—

Figure9

The Modify Docket Text screen displays.

. If you need to add some additional docket text, you may use
the open text box.

. Click the Next button to continue.
(See Figure 10)

5-02-00011 Robert W. Sibut

Docket Text: Modify as Appropriate.

7| Application to Employ Jun Smth as Accountant with Certificate of Service Fled by

Martin P. Sheehan . (Sheehan, Martm)

Figure 10
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CM/ECF Trustee' s Training Manual Application to Employ

STEP 11

STEP 12

The Final Docket Text screen displays

. Thisisyour Last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the docket text isincorrect, click on your browser’s back
button to find the screen that needs to be modified.

. To abort or restart the transaction, click on the
Bankruptcy menu on the Main Menu Bar.

. Click the Next button if correct.
(See Figure 11)

File a Motion:
5-02-00011 Robert W Siburt

Docket Text: Final Text
Application to Employ Jir Smith as Accountant with Certificate of Service Filed by Martm P. Sheehan. (Sheehan, Martin)

Attention!! Submutting this sereen commits this transaction. You will have no further apportunity to modify this submassion of you
continue

Figure1l

The Notice of Electronic Filing displays.

(See Figure 12)
E Bankruptcy . Adversary o Query Reports o Utlities ¢+ Logout 9?

Northern District of West Virginia

Notice of Electronic Fiing

(The followng transaction was recewed from Sheehan, Martn P. entered on 8672003 at 422 PM EDT and fled on 8/6/2003
Case Name: Robert W. Stburt

Case Number: ~ 3-02-00011

Document Number: 122

(Docket Text:

| Application to Employ Jim Smith as Accountant with Certificate of Service Filed by Martin P. Sheehan. (Sheehan, Martin)

IThe followng document(s) are associated with this transaction

(Document description:ain Document

Oniginal filename: CTWINDOWS\Desktop\Proposed Order 02-11PDF

(Electronic document Stamp:

[STAMP blecfStamp_ID=988911830 [Date=8/6/2003] [FileMumber=4650-0 [21
e015182131 5aab2 1672448484 2868080 80b2b c6275238db 123a02eF2b 10 14b 1963477
T2 00 74 725676 179171372689 20080 9384630 5ac Taccdadfd]]

15-02-00011 Notice will be electronically mailed to:

ﬁigUre 12
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CM/ECF Trustee' s Training Manual Application to Employ
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CM/ECF Trustee' s Training Manual Certificate of Service

Certificate of Service

This process shows the steps and screens required for atrustee to file Certificate of Servicein
CM/ECF.

STEP1 Click the Bankruptcy menu from the Main Menu Bar.
(SeeFigurel)
‘ EEC F Bankruptcy . Adversary e Query . Reports . Utilities . Logout ?‘
Figurel

STEP 2 The Bankruptcy Events screen displays.
. Click the Other menu.
(SeeFigure 2)

=
Bankruptcy ' Adversary o Query + Reports +  Utlies +  Logout o_

Bankuptcy Events

AnswerlResponse.

Motions/Applcations
ulh-Case Docketing
Noices

Other

Ple

Trustee/US Trustee
Trustee's 341 Filngs

Figure 2
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CM/ECF Trustee' s Training Manual Certificate of Service

STEP 3 The Case Number screen displays.
. Enter the Case Number.
. Click on the Next button.
(See Figure 3)

ﬁ Bankruptcy . Adversary o Query Reports +  Utiities +  Logout

File a Motion

Case Number

n2-11 9012345, 1 99-ti-1 2345 o2 1 99-tic 1 2345
Next|  Clear

Figure3
STEP 4 The Events screen displays.
. Use the elevator buttons to scroll down to Certificate of
Service.
. Click onceto highlight.
. Click on the Next button.
(SeeFigure 4)

=
EECF Bankruptcy . Adversary o Query + Reports . Utlites . Logout Q_

Miscellaneous

3-02-00011 Robert W. Siburt

Amended Docurment B
Amended Schedules (Fee) o
Brief

Certricate of No Objection

Cotficateofemace
Chapter 11 Ballots

Creditor Disk

Creditor Request for Natices |

Figure4
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CM/ECF Trustee' s Training Manual

Certificate of Service

STEP5

STEP 6

The Joint Filing screen displays.

. If thisisajoint motion, click on the radio button
. If thisis Not a Joint motion, leave the radio button blank
. Click on the Next button.

(See Figureb)

File a Motion:
5-02-00011 Robert W. Sibust

[ Joint fling with other atorney(s)

St o

Figure5

The Select the Party screen displays.
. Select the trustee that is the party filer from the list.
. Click on the Next button.

(See Figure 6)

=
EECF Bankruptcy . Adversary o Query +  Reports o+ Utliles +  Logout Q
File a Motion:
50200011 Robert W. Siburt

Select the Party:

Assaciates Finance, [Creditor Bl AddCreste New?P
Bachran Court Reparting, [Cther Prof |
David Jones Auctian Senice, [Auctioneer]

chechan, Marin . Tusteel
Siburt, Robert W. [Debtor]

Figure 6
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CM/ECF Trustee' s Training Manual Certificate of Service

STEP7

STEP 8

The Party Association screen displays.

. If thisis an attorney/party association, click the check box
. If thereis no attorney association, leave the box blank
. Click the Next button.
(SeeFigure7)
E Bankruptcy . Adversary o Query Reports  +  Utlitles  «  Logout ?

File a Motion:
50200011 Robert W Siburt

IThe followang attorney/party associations do not exst for this case
(Please check which associations should be created for this case:

[ Sheehan, Mertinfirtr) represented by Shechan, Martn (aty)

Figure7

The Select the pdf document screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4.

. Click the Next button.
(See Figure 8)

E Bankruptey f Adversary + Query + Reports +  Utiies +  Logout ‘?

File a Motion:
50200011 Rebert W. Siburt

Select the pdf document (for example: CV199cv301-21.pdf)

Filename

[ Browse...

\Attachments to Document: @ Mo O Tes

Figure8
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CM/ECF Trustee' s Training Manual Certificate of Service

STEP9 The Refer to Existing Events screen displays.

. Click in the Checkbox to link this certificate of serviceto
another event.

. Click the Next button.
(See Figure9)

2
EECF Bankruptcy ' Adversary o Query o Reports o Utlites «  Logout ?

Miscellaneous:
5-02-00011 Robert W. Siburt

¥ Refer to existing event(s)?

Figure9

STEP 10 The Select the Appropriate Category screen displays.

. Select the category relating to the certificate of service.
. Click the Next button.

(See Figure 10)

Bankruptcy Adversary +  Query +

Miscellaneous:
5-02-00011 Robert W. Sthurt

Select the categary ta whickh your event relates.

Type &
answer
appeal
claims
cmp
court
misc
imotion |
notice

order 5]

Figure 10
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CM/ECF Trustee' s Training Manual Certificate of Service

STEP 11 The Linking screen displays.

. Click on the checkbox next to the event your certificate of
service linksto.

. Click the Next button.
(See Figure 11)

O 04/16/2002 25  Motion to Waive Pay Order Filed by Robert W. Sibust. (JE, )

[ 041162002 31 Motion to Sell 2000 Honda Civic to Chris Dasiel for the amount af $12,000
Filed by Martn P. Sheehan (BW,)

[ 04/16/2002 32 Motionto 3et Hearing Fled by Robert W, Siburt. BW, )

[0 04162002 36 Amended Application Fizd by Robert W, Siburt (related document(5)[12]). (BW,
)
[0 041162002 37 Amended Motion Filed by Robert W, Sthurt (related document(s)[8]). (BW,)

041232002 50 Motion to Sever Chapter 7 Case. Receipt Humber 33333, Fee Amount £77.50.
Filed by Robert W. Sibut (PG, )

04232002 51  Motion Te Stay Filed by Ford Motor Credit Company. (PG, )

0412372002 54 Moton to Change Venue Filed by Robert W. Siburt. (P3,)

0412372002 55 Moton to Change Venue Filed by Robert W. Siburt. (P3,)

0412372002 56 Motion to Distss Case Filed by Martm P. Sheehan (PG, )

0412312002 57 Motion to Vacate Mosion fo Trangfer Case Filed by Robert W, Siburt. (P3,)
04232002 58 Motion to Vacate Discharge Filed by Ford Motor Credit Company. (PG, )
0412372002 58 Motion to Wave Appearance at 341 Meetng Fled by Eobert W Sthurt. (PG, )

071172003 109 Motion for Relief from Stay . Receipt Number o, Fee Amount 75 Filed by
Warnmg: party not known. (Facsmar, Marcie) Addihonal attachment(s) added on
1172003 (Kacsmar, Marcie)

[0 08/04/2003 117 Motion to Dismiss Case with Certificate of Service Filed by Martm P. Sheehan
(Sheehan, Martin)

[0 0BI0&2003 121 Motion to Sell & Ford Truck with Certificate of Service Filed by Martin P.
Sheehan, (Sheehan, Martin)

[0 0B/06/2003 122 Apphcation to Employ Jim Smith as Accountant with Certificate of Service Fied by

Martin P. Sheehan. {Sheehan, Martin)
M Clear
Figure1l

O

e [ e e [ s B |
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CM/ECF Trustee' s Training Manual Certificate of Service

STEP 12

STEP 13

The Modify Docket Text screen displays.

. If you need to add some additional docket text, you may use
the open text box.

. Click the Next button to continue.
(See Figure 12)

3 R
UECF Bankruptcy 0 Adversary o Query + Reports +  Utlitles +  Logout ?

Miscellaneous:
5-02-00011 Robert W, Siburt

Docket Text: Modify as Appropriate.

T | Certificate of Service Filed by Martin P. Sheehan (related document(s)[122]

Application to Employ filed by Trustee Martm P. Sheehan). (Sheehan, Martim)

Figure 12

The Final Docket Text screen displays

. Thisisyour Last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the docket text isincorrect, click on your browser’s back
button to find the screen that needs to be modified.

. To abort or restart the transaction, click on the
Bankruptcy menu on the Main Menu Bar.

. Click the Next button if correct.
(See Figure 13)

=
: Bankruptcy . Adversary o Query -+ Reports +  Utlitles +  Logout ?
Miscellaneous:

3-02-00011 Rebert W. Sibut

Docket Text: Final Text

Certificate of Service Filed by Martin P. Sheehan (related document(s)[122] Application to Employ filed by Trustee Martin P.
Sheehan). (Sheehan, Martin)

Attention!! Submitting this screen comits this transaction. You will have no further opportumty to modify this subrussion if you
continue

Figure 13
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CM/ECF Trustee' s Training Manual Certificate of Service

STEP 14 The Notice of Electronic Filing displays.
(See Figure 14)

1.8, Bankruptcy Court

Northern District of West Virginia
Wotice of Electronic Filing

The following transaction was recerved from Sheehan Martn P. entered on 8772003 at 938 AM EDT and fled on 8/7/2003
(Case Name: Robert W. Sthurt

(Case Number: ~ 5-02-00011

Document Number: 123

Docket Text:
Certificate of Service Filed by Martmn P. Sheehan {related document(s)[122] Applcation to Employ filed by Trustee Martin P. Sheehan). (Sheehan, Marti)

The following document(s) are assoctated with this transachion:

Document description:Main Document

Original filename: C\WINDOWS\Desktop\Proposed Order 02-11 FDF
Electronic document Stamp:

[STAMP bkecf3tamp_D=983911880 [Date=5/1/2003] [FleMumber=9663-0] [3d
&1 205422244 53982 dde 50526385 5ed4 30adad 006 54530 54930 das d636 3008
169764946364 35bde 0630252 3404 541 2008dd6 596 0fac 39415 1304]]

5-02-00011 Notice will be electronically mailed to:
Martn P. Shechen  mbcacsmar(@acl com
5-02-00011 Notice will not be electronically mailed to:

Tatnes D. Kefter
345 Fourth Avenue, Sute 701, Morns Bu

Figure 14
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CM/ECF Trustee' s Training Manual Objection to Claim

Objection to Claim

This process shows the steps and screens required for atrustee to file an Objection to Claimin
CM/ECF.

STEP1 Click the Bankruptcy menu from the Main Menu Bar.
(SeeFigurel)

=
‘ EEC F Bankruptcy . Adversary *  Query . Reports . Utilities . Logout ?

Figurel

STEP 2 The Bankruptcy Events screen displays.
. Click the Claims Action menu.
(SeeFigure 2)

z ~
UECF Bankruptcy ' Adversary o Query + Reports +  Utlies +  Logout o_

Bankuptcy Events

AnswerlResponse.

==}
=3

=
=

Claim Actions
Creditor Maintenance.
Fie Clatns
Motions/Applcations
ulh-Case Docketing
Noices

Other

TrutealU3 Tgtee
Trustee's 341 Filngs

Figure 2
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CM/ECF Trustee' s Training Manual Objection to Claim

STEP 3 The Case Number screen displays.

. Enter the Case Number .
. Click on the Next button.
(See Figure 3)

ﬁ Bankruptcy . Adversary o Query Reports +  Utiities +  Logout

File a Motion

Case Number

02-11 00-12345, 1:99-bk-12345 01 1-99-bl-1 2345
Next|  Clear

Figure3

STEP4 The File a Claim Action screen displays.
. Click on Objection to Claim.
. Click on the Next button.
(SeeFigure 4)

EECF Bankruptcy 0 Adversary ¢ Query Reports «  Utiities +  Logout
File a Claim action

5-02-00011 Robert W. Sibutt

Objection to Transfer of Claim
Transfer of Claim

Figure4
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CM/ECF Trustee' s Training Manual

Objection to Claim

STEP5

STEP 6

The Joint Filing screen displays.

. If thisisajoint motion, click on the radio button
. If thisis Not a Joint motion, leave the radio button blank
. Click on the Next button.

(See Figureb)

File a Motion:
5-02-00011 Robert W. Sibust

[ Joint fling with other atorney(s)

St o

Figure5

The Select the Party screen displays.

Select the trustee that is the party filer from the list.
Click on the Next button.

(See Figure 6)
=
EECF Bankruptcy . Adversary o Query +  Reports o+ Utliles +  Logout Q
File a Motion:
50200011 Robert W. Siburt
Select the Party:
Assaciates Finance, [Creditor Bl AddCreste New?P

Bachran Court Reparting, [Cther Prof |
David Jones Auctian Senice, [Auctioneer]

chechan, Marin . Tusteel
Siburt, Robert W. [Debtor]

Figure 6
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CM/ECF Trustee' s Training Manual Objection to Claim

STEP7

STEP 8

The Party Association screen displays.

. If thisis an attorney/party association, click the check box
. If thereis no attorney association, leave the box blank
. Click the Next button.
(SeeFigure7)
E Bankruptcy . Adversary o Query Reports  +  Utlitles  «  Logout ?

File a Motion:
50200011 Robert W Siburt

IThe followang attorney/party associations do not exst for this case
(Please check which associations should be created for this case:

[ Sheehan, Mertinfirtr) represented by Shechan, Martn (aty)

Figure7

The Select the pdf document screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4.

. Click the Next button.
(See Figure 8)

E Bankruptey f Adversary + Query + Reports +  Utiies +  Logout ‘?

File a Motion:
50200011 Rebert W. Siburt

Select the pdf document (for example: CV199cv301-21.pdf)

Filename

[ Browse...

\Attachments to Document: @ Mo O Tes

Figure8
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Objection to Claim

STEP9

STEP 10

The Refer to Existing Events screen displays.

. DO NOT click in the Checkbox to link this Objection to
Claim to another event.

. Read the message that appears on the screen

. Click the Next button.
(SeeFigure9)

File a Claim action:
5-02-00011 Robert . Sburt

[ Refer o exising evenis)2
Complete The Docket Window With The Name Of The Claim To Which You Are Objecting.

Figure9

The Modify Docket Text screen displays.

. Add the Claim Information in the open text box.
. Click the Next button to continue.
(See Figure 10)
EEC F Bankruptcy . Adversary o Query o Reports . Utlities ~ «  Logout

File a Claim action:
5-02-00011 Robert W Siburt

Docket Text: Modify as Appropriate.

=] Objection to Claim |10 Filed by dears: Filed by Martin P. Sheehan . (Sheehan, Martin)

Figure 10
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STEP 11 The Final Docket Text screen displays
. Thisisyour Last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the docket text isincorrect, click on your browser’s back
button to find the screen that needs to be modified.

. To abort or restart the transaction, click on the
Bankruptcy menu on the Main Menu Bar.

. Click the Next button if correct.

(See Figure 11)

Bankruptcy . Adversary o Query + Reports +  Utiites «  Logout ?
L

File a Claim action:
3-00-00011 Robeet W, Siburt

Docket Text: Final Text
Objection to Claim 10 Filed by Sears; Filed by Martm P. Sheehan. (Sheehan, Martin)

Attention!! Subrutting this screen commits this transaction. You wall have no further opportunity to modify this subussion if you
contmue

Figure1l

STEP 12 The Notice of Electronic Filing displays.
(See Figure 12)

EE C F Bankruptcy + Adversary + Query + Reports + Utilities + Logout
Northern District of West Virginia

[Motice of Electronic Filing

|The following transaction was received from Sheehan, Martin P. entered on 8/7/2003 at %:56 AM EDT and filed on 8/7/2003
Case Name: Robert W. Siburt

Case Number: 5-02-00011

Document Number: 124

Dacket Text:
Objection to Claim 10 Filed by Sears; Fled by Martin P Sheehan. (Sheehan, Martin)

IThe following document(s) are associated with this transaction:

[Document description:Main Document

Original filename: CAWINDOWS\Deskiop\Proposed Order 02-11PDF
[Electronic document Stamp:

[STAMP blecStamp_[D=588911880 [Date=8/7/2003] [FileMumber=95669-0] [a0
21354af27a5bf23181073a268 3284 127 dee dbI4 ealbB6faac TcebyT03REdb 25T
61255425 34dB6816e0f323fb 655189d481730041c0a8f1bd202c6]]

|5-02-00011 Notice will be electronically mailed to:
(Martin P. Sheehan  mkacsmar(@aol com

|5-02-00011 Notice will not be electronically mailed to:
eames D. Eeffer

245 Fourth Avenue, Suite 701, Morris Bui

(Huntington, W 25701

Thotnas E. Mclntire

Main Street
[Wheeline. WV 26003

Figure 12
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FileaClaim
This process shows the steps and screens required for atrustee to File a Claim in CM/ECF.

STEP1 Click the Bankruptcy menu from the Main Menu Bar.
(SeeFigurel)

=
‘ EEC F Bankruptcy . Adversary . Query . Reports . Utilities . Logout ?

Figurel

STEP 2 The Bankruptcy Events screen displays.
. Click the File Claims menu.
(SeeFigure 2)

=
Bankruptcy ' Adversary o Query + Reports +  Utlies +  Logout o_

Bankuptcy Events

AnswerlResponse.

==}
=3

=
=

Claim Actions
Creditor Maintenance.
Fie Clatns
Motions/Applcations
ulh-Case Docketing
Noices

Other

Ple

Trustee/US Trustee
Trustee's 341 Filngs

Figure 2
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STEP 3 The Search for Creditor screen displays.
. Enter the Case Number.
. DO NOT Enter the Name of Creditor.
. Click on the Next button.
(See Figure 3)

Bankruptcy 0 Adversary ¢ Query Reports «  Utiities +  Logout

Search for Creditor

Case Mumber [02-11

Name of creditor |
Type of creditor | Creditor v
Next Clear

Figure3

STEP 4 The Select a Creditor for Claim screen displays.

. Select the appropriate creditor from the list
AND PROCEED TO STEP 10
. If the creditor is not on thelist, click on Add Creditor.
(SeeFigure 4)
EEC F Bankruptcy 0 Adversary ¢ Query + Reports . Utiities ~ » Logout o:
Creditor Processing
Case Number
Pt onie ok Lok s
Figure4
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STEP5

STEP 6

The Creditor Processing screen displays

. Verify the case number

. Click the Next button.
(SeeFigureb)

Creditor Processing

Case Number

02-11 9912345, 199 bk 12345 0r 1-99-bk- 12345

Next Clear

Figure5

The Add Creditor screen displays.

. Type in the creditors name and address

. Click the radio button for yes if the creditor is on the
creditor’s committee.

. Click the radio button for last entry
Click the Next button
(See Figure 6)

Bankruptcy Adversary +  Query

Add Creditor(s)

Case number 5-02-00011 Robert W. Siburt

Name |Har:tin P. Sheehan

Address 1 |lDl Main Street

Address2 [mheeling, 3V 26003

Address 3 |

Address 4 |

Address 5 |

Type |Creditur j

Creditor committee @ 1o © K_ES

O Contime To Enter ® L.

Figure 6
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STEP7 The Total Creditors added screen displays

. Click Submit if you wish to commit thisto the system
. If not, click the back button or choose another menu
selection
(SeeFigure7)

Add Creditor(s)

Total Creditors Entered 1

Figure7

STEPS8 The Creditors Receipt screen displays

. Click on the File a Proof of Claim hyperlink to continue
filing your clam.
(See Figure 8)
Bankruptcy . Adversary ¢ Query
Creditors Receipt
Case Number 02-11

Total Creditors Added to Databage |1

File & Proof Of Claim

Eeturn To Creditor Maintenance IMen

Figure8
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STEP9

The Search for Creditor screen displays
Verify the Case number

Do Not type in a creditor

. Click the Next button
(Seefigure9)

EEC F Bankruptcy Adversary +  Query

C Reports
Search for Creditor

Case Number |02-11

Wame of creditor |

Type of creditor | Creditor =l

Figure9

STEP 10

The Select a creditor for claim screen displays
. Choose the Creditor from the list
. Click the Next button

(See Figure 10)

EEC F Bankruptcy + Adversary

Query

Select a Creditor for Claim

Case 5-02-00011: Eobert W. Stburt

rBHE - Martin P. Sheehan - 101 Main Street Wheeling, Wy 26003 | v|

Add Creditor

Figure 10
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STEP 11 The Proof of Claim Information screen displays

. Type in the necessary information
. DO NOT USE DOLLAR SIGNS
. Click the Next button

(See Figure 11)

—
Bankruptcy Adversary s Query Reports . Utilities C Logout o_

Proof Of Claim Information For

692 - Martm P. Sheehan
101 Main Street
Wheeling, WV 26003

‘ Amends Claim # Fled By
Cage Number 3-02-00011 Claitn No: l_ Duplicates Claim #: I W
} Last Date To File(Gowt): ;
Last Date To File: 07/05/2002 102000 Date Filed: 08/07/2003 Late: |No |* Statug; M

| Amount Claimed

Unsecured Secured Prionty Unknown Total (Display Only)

I Iwu.uu I IlDD.DD

| Amount Allowed

Thsecured Secured Priotity Unknown Total (Display Only) (
‘Description: “Ad.ministratlve
‘Remarks: “

Figure1l
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STEP 12 The Select the pdf document screen displays.

. Select the .pdf file to associate with this claim. For more
detained information about creating and attaching .pdf files,
see Section 4.

. Click the Next button.

(See Figure 12)

EEC F Bankruptcy . Adversary v Ouery

Case 502-00011
Select the pdf document (For example: CA18%cv301-21 pdf).

Filename

[ Browse... |

Attachments to Document: ® No O Tes

Figure 12
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STEP 13 The Notice of Electronic Claims Filing screen displays.
(See Figure 13)

EEC F Bankruptcy Adversary o Query Reports . Utilities

Northern District of West Virginia
Motice of Electronic Claims Filing

The following transaction was recerved Fom Sheehan, Martin on 8772003 at 10:45 AM EDT

Case Name: Fobert W, Siburt
Case Number: 3-02-00011
Martin P Sheehan
Creditor Name: 101 Main Street
Wheeling, WV 26003
Clam Number: 1

Total Amount Claimed: §100.00
The following document(s) are associated with this transaction:

Document deseription: Iain Document

Original fillename: CYWINDOW3\Desktop\Proposed Order 02-11PDF

Flectronic document Stamp:

[STAMP bhectStamp_ID=588911880 [Date=87/2003] [FileNumber=0672-0] [77
ef730965 1363265012202 109347973 9eefBb 716064 1000 2941023256 2066 104805
b 7546ech3dechbB35049447581b 55aa73ee03 1edT2a18761655966])

5-02-00011 Notice will be electronically mailed to:
Martin P, Sheehan  mbkacsmar@acl com

5-02-00011 Notice will not be electronically mailed to:
James D. Eeffer

845 Fourth Avenue, Sutte 701, Morris Bu
Huntinotean WA 249701

Figure 13

Page -8-



CM/ECF Trustee' s Training Manual Application for Compensation

Application for Compensation

This process shows the steps and screens required for atrustee to file an Application for
Compensation to so that his attorney can be paid is described below.

STEP1 Click the Bankruptcy menu from the Main Menu Bar.
(SeeFigurel)

Figurel

STEP 2 The Bankruptcy Events screen displays.
. Click the M otions/Applications menu.
(SeeFigure 2)

=
Bankruptcy ' Adversary o Query + Reports +  Utlies +  Logout o_

Bankuptcy Events

AnswerlResponse.

Motions/Applcations
ulh-Case Docketing
Noices

Other

Ple

Trustee/US Trustee
Trustee's 341 Filngs

Figure 2
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STEP 3 The Case Number screen displays.

. Enter the Case Number .
. Click on the Next button.
(See Figure 3)

ﬁ Bankruptcy . Adversary o Query Reports +  Utiities +  Logout ?
File a Motion

Case Number

02-11 00-12345, 1:99-bk-12345 01 1-99-bl-1 2345
Next|  Clear

Figure3

STEP 4 The File a Motion screen displays.
. Use the elevator buttons to scroll down to Compensation.
. Click on Compnesation once to highlight.
. Click on the Next button.
(SeeFigure 4)

File a Motion

3-02-00017 Robert W, Siburt

Cornpel B
Compensation
Cornpensation of Principals
Comnpromise Controversy
Consolidate

Conzalidate for Hearing
Conternpt

Cantinue Hearing =

Figure4
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Application for Compensation

STEP5

STEP 6

The Joint Filing screen displays.

. If thisisajoint motion, click on the radio button
. If thisis Not a Joint motion, leave the radio button blank
. Click on the Next button.

(See Figureb)

File a Motion:
5-02-00011 Robert W. Sibust

[ Joint fling with other atorney(s)

St o

Figure5

The Select the Party screen displays.
. Select the trustee that is the party filer from the list.
. Click on the Next button.

(See Figure 6)

=
EECF Bankruptcy . Adversary o Query +  Reports o+ Utliles +  Logout Q
File a Motion:
50200011 Robert W. Siburt

Select the Party:

Assaciates Finance, [Creditor Bl AddCreste New?P
Bachran Court Reparting, [Cther Prof |
David Jones Auctian Senice, [Auctioneer]

chechan, Marin . Tusteel
Siburt, Robert W. [Debtor]

Figure 6
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STEP7 The Party Association screen displays.
. If thisis an attorney/party association, click the check box
. If thereis no attorney association, leave the box blank
. Click the Next button.
(SeeFigure7)
E Bankruptcy . Adversary ¢ Query +  Reports o Utiites «  Logout '7

File a Motion:
50200011 Robert W Siburt

IThe followang attorney/party associations do not exst for this case
(Please check which associations should be created for this case:

[ Sheehan, Mertinfirtr) represented by Shechan, Martn (aty)

Figure7

STEP 8 The Select the pdf document screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4.

. Click the Next button.
(See Figure 8)

E Bankruptey f Adversary + Query + Reports +  Utiies +  Logout ‘?

File a Motion:
50200011 Rebert W. Siburt

Select the pdf document (for example: CV199cv301-21.pdf)
Filename

[ Browse...

\Attachments to Document: @ Mo O Tes

Figure8
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STEP9 The With Certificate of Service screen displays.

. Type‘y’ or ‘n’ in text box
. Click the Next button.
(See Figure9)

EECF Bankruptcy . Adversary ¢ Query Reports

File a Motion:
5-02-00011 Robert W. Siburt

With Certificate of Service? y or n:f¥
Mext Clear |

Figure9

STEP 10 The Verification screen displays
. Click Next to continue
(See Figure 10)

Bankruptcy 0 Adversary v Query

File a Motion:
5-02-00011 Robert W._Siburt

Figure 10
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STEP 11 The Compensation screen displays

. Under the Type box, find the party’ stype (Trustee's
Attorney) for the party receiving compensation

. Check the Filer Box

. Typein the Date Range in the From and To boxes

. Typein the Amount of Fees requested and the Amount of
Expenses requested.

. Click Next to continue

(See Figure 11)

File a Motion:
5-02-00011 Robert W. Siburt
Applicant Martin P. Sheehan Type |Trustes's Attorney =
[ Filer
From [4/1/2003 To Imuzuoa
Fee request$ |1000 Expense request $ |IDU
Mext Clear
Figure1l
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STEP 12 The M odify Docket Text screen displays.

. If you need to add some additional docket text, you may use
the open text box.

. Click the Next button to continue.
(See Figure 12)

EECF Bankruptcy Adversary s Query Reports . Utilities

File a Motion:
5-02-00011 Rebert W Siburt

Docket Text: Modify as Appropriate.

7| Application for (,umpematmnl for Martn P. Sheehan , Trustee's Attorney, Period:
4;1;2003 to 731 2003, Fees: $1000, Expenses: $100. with Certificate of Service Filed by Martin P. Sheehan . (Sheehan, Martin)

Figure 12
STEP 13 The Final Docket Text screen displays

. Thisisyour Last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the docket text isincorrect, click on your browser’s back
button to find the screen that needs to be modified.

. To abort or restart the transaction, click on the

Bankruptcy menu on the Main Menu Bar.

. Click the Next button if correct.

(See Figure 13)

5-02-00011 Eobert W. Stburt

Docket Text: Final Text

Application for Compensation for Martin P. Sheehan, Trustee’s Attorney, Period: 4/1/2003 to 7/31/2003, Fees: $1000, Expenses:
$100. with Certificate of Service Filed by Martin P. Sheehan. (Sheehan, Martin)

Attention!! Submutting this sereen cormits this transaction. You will have no further opportunity to modify this submission if you

continue
Clear |

Flgure 13
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STEP 14 The Notice of Electronic Filing displays.
(See Figure 14)

EECF Bankruptcy Adversary + Query s Reports Utilities Logout

U.5. Bankrupicy Cour
Northern District of West Virginia
Motice of Electronic Filing

The following transaction was recewved fom Sheehan, Martin P entered on 872003 at 12:35 PM EDT and filed on 87712003
Case Name: Robert W. Siburt

Case Number: 5-02-00011

Document Number: 127

Daocket Text:
Application for Compensation for Martin P. Sheehan, Trustee's Attorney, Period: 471/2003 to 7/31/2003, Fees: $1000, Expenses: $100. with Certificate of Service Filed by Martin P
Sheehan. (Sheehan, Martin)

The following document(s) are associated with this transaction:

Document description: Main Document

Onignal fillename: CAWINDOWS Desktop\Proposed Order 02-11 PDF

Electronic document Stamp:

[STAMP blectStamp_TD=585911880 [Date=58/7/2003] [FileNumber=9635-0] [3f
287Tbafl7116d433de84087770babd 19267797 e 2ae8b3dIcactast 350bHe4c 32926580
390fkadd0efd71a5c8de0b2204 12841822204 T co ddbad 21 BeacBebiE]]

5-02-00011 Notice will be electromically mailed to:
Martin P. Sheehan  micacsmar@acl com

5-02-00011 Notice will not be electronically mailed to:
James D. Eeffer

845 Fourth Avenue, Suite 701, Morris Bul
Funtineton WY 25701

Figure 14
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File an Adversary Proceeding

This process shows the steps and screens required for atrustee to file an Adver sary Proceeding
in CM/ECF.

STEP1 Click the Adver sary menu from the Main Menu Bar.
(SeeFigurel)

Figurel

STEP 2 The Adversary Events screen displays.
. Click on Open an AP Case.
(SeeFigure 2)

EEC F Bankruptcy + Adversary + Query + Reports

Adversary Events

Angwers, .

Cotmplamt & Summons
Motions

Notices

Open an AP Case
Open an MP Case

Figure 2
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STEP 3 The Open Adversary Case screen displays
. Choose the correct Office, using the office of the
corresponding Bankruptcy Case
. Click Next to continue
(See Figure 3)

Open Adversary Case

Office

(Case type |ap =

Date filed 8/7/2003

Complaint IE’

Figure3

STEP4 The Search for Party screen displays
. Typein your last name (since Trustee will be the plaintiff)
. Click Sear ch to continue
(SeeFigure 4

Open Adversary Case

Search for a party

SSN | TaxId |
Last/Busmess name [Sheehan

Search |M
Figure4
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STEPS The Party Search Results screen displays
. If your party ison the list, choose them
. Then Click Select Name From List
(SeeFigureb)

EEC F Bankruptcy . Adversary + Query

Search for a party
SSN I TaxId I
Last/Business name I
Search | Clear

Party search results

Sheehan, Martin P. .l

H

Select name from list | Create new party

Figure5
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STEPG6 The Party Information screen displays
. Change the address if necessary
. Be sure to change the Role type to Plaintiff
. If necessary, add an attorney, by clicking on the attorney
button
. When finished, click Submit
(See Figure 6)

EEC F Bankruptcy Adversary + Query . Reports

Party Information
Martin P. Sheehan SSN:Unknown

Office | Address 1 |41 15th Street
Address 2 | Address 3 |

City |Vheeling State IW Zip IZGDDS
County M l Country |Uzi
Phone [304-232-1064 Fax |

E-mail |
ProSe |no = Role [Plaintiff (nlipty) =
Party text |
Attorney.. | Alias. . | Rewiew.. | S eslbeo

clicking the Submit button,

Submit | Cancel | Clearl

Figure 6

STEP7 The Search for Party screen displays again
. Typeinthe Defendant’s Last Name and click search
(SeeFigure7)

=
EE C F Bankruptcy . Adversary . Query Reports . Utilities . Logout o_

Open Adversary Case

Search for a party

SSN I TaxId |
Last/Business name [3=ars]
Search | Clear

End party selection

Figure7
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STEPS8 The Party Search Results screen displays

. If your defendant is not listed, click on Create New Party
(See Figure 8)

3 &
UECF Bankruptcy . Adversary o Query Reports «  Utiiles  +  Logout ?
Search for a party

S5 | TaxI |

Last/Business name
Search | Clear

Party search results

[/

Select name from list | Craate new party

Figure8

STEP9 The Party Information screen displays
. Type in the necessary information
. Be sure to change the role type to Defendant
. Do not add an attorney for the Defendant
. Click on Submit when finished
(SeeFigure9)

Party Information
Lastname [Sears First name |
Middle name ,— Generation ,_ Title l—
ssN [ o Tad [
Office [ Address 1 [t23 Some streec
Address2 | Address3 |
City [Wheeling State ,W_ Zip [z6003]
County ,ﬁ Country ,—
E-mail |
Prose [0 B Role [ommEmy H
Party text |
ity | LAl | | B | 455 o s
Subrmit | _Gansel | Clear |

Figure9
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File an Adversary Proceeding

STEP 10

STEP 11

STEP 12

The Search for a party screen displays again

If you are finished adding al defendants, click on End Party
Selection

The SARD Adversary Information screen displays

. Using the drop down boxes, change the information as
needed

(See Figure 10)

Open Adversary Case

Paty code [FUSIBARAN
Nature of suit ,m
Orign [1 Orgnal Pocseding |5
Transfer date ,—

Rule 23 (class action) [n =

Jury demand |None M
Demand (§000)
Figure 10

The Add Associated Case screen displays

. Typein the case number of the BK case and Click NEXT
(See Figure 11)

EECF Bankruptcy . Adversary o Query e Reports

o
utiitles  +  Logout ?
Open Adversary Case

Add Associated Cases

Member case number
Lead case number [02-11
Association type |Adversary hd
Next Clear

Figure1l
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STEP 13 The Select the pdf document screen displays.

. Select the .pdf file to associate with this event. For more
detailed information about creating and attaching .pdf files,
see Section 4.

. Click the Next button.

(See Figure 12)

EECF Bankruptcy . Adversary + Query - Reports . Utilities . Logout

Open Adversary Case

Select the pdf document (for example: C1199cv501-21.pdf)

Filename

I Browse...

|Attachments to Document: @ Io O Tes

Figure 12

STEP 14 The Enter a Receipt Number screen displays.
. Enter O for receipt number and 0.00 for fee amount
. Click Next button
(See Figure 13)

EEC F Bankruptcy . Adversary . Query . Reports . Utilities . Logout

Open Adversary Case

COURT USERS ONLY: If this is a 727 Oljection to Discharge, Set 7270BJ Flag Next.

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment.

Receipt # |2 Fez $]0.00]
MI Clear

Figure 13
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STEP 15 The M odify Docket Text screen displays.
. If you need to add some additional docket text, you may use
the open text box.
. Click the Next button to continue.
(See Figure 14)

Open Adversary Case

Docket Text: Modify as Appropriate.

| j Complaint | by Martin P. Sheehan agamst Sears . NOS: 454 (Recover.
Money/Property). Receipt Number O, Fee Amount $0.00 . (Sheehan, Martin)

Figure 14

STEP 16 The Final Docket Text screen displays

. Thisisyour Last opportunity to verify the accuracy of the
information. Submission of this screenisfinal.

. If the docket text isincorrect, click on your browser’s back
button to find the screen that needs to be modified.

. To abort or restart the transaction, click on the
Bankruptcy menu on the Main Menu Bar.

. Click the Next button if correct.
(See Figure 15)

Open Adversary Case

Docket Text: Final Text

Complaint by Martin P. Sheehan against Sears. NOS: 454 (Recover Money/Property). Receipt Number O, Fee Amount $0.00.
(Sheehan, Martin)

Attention!! Submitting this sereen commits this transaction. You will have no further opportunity to modify this submission if you
continue

Figure 15
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STEP 17 The Notice of Electronic Filing displays.
(See Figure 16)

Motice of Electronic Filing

The following transaction was recerved Fom Sheehan, Martin entered on 8712003 at 200 PM EDT and filed on 8712003
Case Name: Sheehan v. Sears

Case Number: 1:03-ap-00043

Document Number: 1

Case Name: Robert W Siburt

Case Number: 5-02-00011

Document Number: 1228

Docket Text:
Complaint by Martin P. Sheehan against Sears. MOS: 454 (Recover MoneyProperty). Receipt Mumber O, Fee Amount $0.00. (Sheehan, Martin)

The following document(s) are assorciated with this transaction:

Document deseription: Wain Document

Onigmal fillename: CYWIND OW3\Desktop\Proposed Order 02-11PDF

Electronic document Stamp:

[STAMP bhectStamp _TD=588911320 [Date=58r7/2003] [FileNumber=2639-0] [5
9437440259 2cbacf 555536 179cf0200365 10 cb07a1 29 de5£2203c 164ch T 1642400
eae 166 1ed2c090e7662da7 656 9b45b4bbe0b¥70e 3ce089 T abed]]

Document description: 1ain Document

Origmal fillename: CYWIND OW3\Desktop\Proposed Order 02-11PDF

Flectronic document Stamp:

[STAMP bectStamp _TD=588911320 [Date=58r7/2003] [FileNumber=2690-0] [7e
5c86b1209a8662920064009db6 1acd e 1 196772 1d9cB0406 100157 azac 0ace 1 9edac
eb0f12d4792b42d1dc86d763105442da%Talc 2972l %ef9364 1db7: 18]
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CM/ECF Glossary

Adobe Acrobat

Application used almost universally to create and view "PDF” documents.
"Adobe" created the "PDF' format.

Attachment

An additional supporting document filed electronically with a pleading. Proposed
orders can be attachments to motions and applications.

Automatic E-mail Notification

A CM/ECF feature that permits any user to receive notification of the filing of a
case or document via e-mail. Users can choose to receive separate
notifications throughout the day or an end-of-day summary.

Browse

A Windows operation of navigating through directories via a mouse to select a
specific file.

Browser

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet.
The browser programs interpret Hypertext Markup Language (HTML)
documents delivered from WEB servers. Netscape Navigator and Internet
Explorer are the two most popular WEB browsers. Netscape Navigator version
4.7x and Internet Explorer 5.0 and 5.5 are the only browsers tested for CM/ECF.

Category

In CM/ECF, a category is a classification of similar document types. Category
selections appear as hypertext links under the Bankruptcy and Adversary menu
selections.

CBT
A CBT (computer-based training) is an on-line learning application accessed

over a local area network (LAN) or from a CD. When a CBT is accessed over
the Web, it is referred to as web-based training or a WBT.
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Check Box

A control object a user can click to include choices from a list. Check boxes are
designed so that you can chose one or more items from a list.

CM/ECF

Case Management/Electronic Case Files is the Administrative Office’s new

application that will revolutionize the way we do business, completely replacing
BANCAP and NIBS with "next generation" case management capabilities. With
CM/ECEF attorneys can file cases and documents electronically via the Internet.

Default

A Default is a common suggested value displayed by CM/ECF on a screen.
Like BANCAP, many fields in CM/ECF have common values suggested. If
correct, you may accept them; if incorrect, you type over them.

Document Type

In CM/ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document

types.

Drop Down Box

A window listing selections of data alphabetically in a text box. They are used
throughout CM/ECF for making selections. When you see the selection you
want to make, click to highlight it. To make multiple selections, hold your control
key down when making the second (third, etc.) selection.

Hypertext (HTML) Link

A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area (or
topic) to another in a Web based program.

MR
An MR, or software modification request, is the formal method used in the

courts by users to ask for changes in the program. Changes can be either
enhancements or the discovery of a functional program error.
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Notice of Bankruptcy Case Filing

A CM/ECF document that is generated at case opening with all the substantive
information of the case. The Entry Date appears on the local court seal
displayed on this formal notice. When the petition is submitted by an attorney
both the date and the time of filing appear. This official document can be used
to enforce collection and foreclosure activities of creditors.

Notice of Electronic Filing

An electronic document produced by CM/ECF which certifies filing of all
documents and claims with the U.S. Bankruptcy Court. All parties requesting
electronic notification can be sent this certification via electronic mail.

PDF Document

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. Each document is secured with a unique encrypted
key. A Il documents in CM/ECF must be in"PDF" format with the exception of
the creditor list (matrix) which must be uploaded in a text (.txt) format

Radio Button

A round selection button used to choose items from a list.
Radio buttons are designed so that you can chose only one item.

URL

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address.

The URLs for West Virginia Northern Bankruptcy Court systems are:
Live database: http://ecf.wvnb.uscourts.gov

Training Database: http://ecf-train.wvnb.uscourts.gov
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TRUSTEE EVENT LIST

BANKRUPTCY EVENTS:
Answer/Response
Appeal
Claim Actions
Creditor Maintenance
File Claims
Motions/Applications
Multi-Case Docketing
Notices
Open a BK Case
Miscellaneous
Plan
Trustee/US Trustee
Trustee's 341 Filings

Answer/Response

Reference An Existing Motion/Application
Amended Answer
Objection
Reply
Response

Other Answers
Involuntary Answer

Appeal
Addendum to Record on Apped
Appellant Designation
Appellee Designation
Cross Apped
Notice of Apped
Order Docketing Record on Apped
Request for Transcript re: Appeal
Statement of Issues on Appeal
Transcript Re: Appeal



Claims Actions
Assignment/Transfer of Clam
Objection to Claim
Objection to Transfer of Claim
Withdrawal of Claim

Creditor Maintenance
Upload a creditor matrix file

File Claims

Motions/Applications
Abandon
Accounting
Adequate Protection
Administrative Expenses
Allow Claim
Allow Filing of Late Claim
Allow Payment Arrearages
Amend
Amended Application
Amended Motion
Appear Pro Hac Vice
Appear by Telephone
Appoint Creditors Committee
Appoint Trustee
Approval of Reaffirmation Agreement
Assume/Reject
Avoid Household Goods Lien
Avoid Judicia Lien
Borrow
Change Venue
Compel
Compensation
Compromise
Consolidate
Contempt
Continue/Reschedule Hearing
Continue/Reschedule Meeting of Creditors
Convert Case to Chapter 11
Convert Case to Chapter 12
Convert Case to Chapter 13



Convert Case to Chapter 7
Corrective Order
Deconsolidate Cases

Delay Closing of Case

Delay Discharge of Case
Deposit Funds into Court Registry
Deposit Unclaimed Funds
Determine Tax Liability
Discharge

Discharge (Hardship)
Dismiss Case

Dismiss Party
Dismiss/Withdraw Document
Employ

Employ and Compensate Officers
Enforce

Ex Parte Relief

Examination (Rule 2004)
Expedite Hearing

Extend Exclusivity Period
Extend/Shorten Time

Final Decree

Interim Order

Join

Joint Administration

Leave to Appea

Lift Automatic Stay

Lift Co-Debtor Stay

Limit Notice

Limited Admissions
Miscellaneous Relief

Modify

Modify Confirmed Plan
Moratorium of Plan Payments
More Definite Statement

Pay Creditors

Pay Direct To Trustee

Pay Filing Fee in Installments
Pay Taxes

Pay Unclaimed Dividends
Preliminary Injunction
Prohibit Use Cash Collatera
Protective Order

Quash

Reclassify Clams



Reconsider

Recusal

Redeem

Reinstate Case

Reinstate Document

Remand

Reopen Case

Resume Monthly Statements
Sanctions

Sdll Free and Clear of Liens
Set Deadline to File Proofs of Claim
Set Hearing (Document)

Set Status Conference

Sever Chapter 11 Case
Sever Chapter 12 Case
Sever Chapter 7/13 Case
Show Cause

Stay

Stay Pending Appedl

Strike Document

Substitute Attorney
Substitute Party

Temporary Restraining Order
Transfer Case to Another District
Use Cash Collateral

Vacate Discharge

Vacate Order

Value Property

Walve Appearance
Withdraw as Attorney
Withdraw Reference

M ulti-Case Docketing - (Do Not Use - Not available)

Notices
Abandonment
Amended Notice of Motion
Apped
Appearance and Request for Service
Debtor(s) Notice of Conversion to Chapter 7
Default
Meeting of Creditors Continued/Reschedules (Ch. 7/11)
Motion/Application



Notice (Generic)

Notice of Change of Address
Possible Exemption
Substituting Attorney
Voluntary Dismissal
Withdrawing Claim
Withdrawing Document

Open a BK Case

Miscellaneous
20 Largest Unsecured Creditors
Addendum
Affidavit
Amended Certificate of Service
Amended Conversion Schedules
Amended Schedules/Statements
Amended Voluntary Petition
Certificate of Service
Chapter11 Ballots
Creditor Matrix
Creditor Matrix (Amended)
Creditor Request for Notices
Declaration
Disclosure of Compensation of Attorney for Debtor
Document
Document (Amended)
Equity Security Holders
Exhibit/Witness List
FRCP Disclosure Report
Interrogatories
Involuntary Petition (Chapter 11)
Involuntary Petition (Chapter 7)
Memorandum in Opposition
Memorandum in Support
Objection to Exemptions
Operating Report
Party’s Certificate of Mailing
Praecipe
Proof of Subpoena Served
Proposed Order
Reaffirmation Agreement
Redemption Agreement



Report (Generic)

Request for Admissions

Request for Entry of Order of Instruction Regarding Wages
Request for Hearing

Request for Production of Documents
Response to Order of Deficiency
Schedul es/Statements

Section 304 Petition

Statement of Financial Affairs
Statement of Intent

Stipulation

Subpoenato Witness

Suggestion

Summary of Schedules

Transcript of Deposition

Transcript of Hearing

Transcript of Rule 2004 Exam
Transcript of Tria

Plan:
Amended Chapter 11 Plan
Amended Chapter 13 Plan
Amended Disclosure Statement
Chapter 11 Plan
Chapter 12 Plan
Chapter 13 Plan
Chapter 9 Plan
Disclosure Statement
Objection to Chapter 13 Plan Motion
Objection to Confirmation of Plan

Trustee/USTrustee:
Abandonment
Appointing Successor Trustee
Appointing Trustee
Appointment of Creditors Committee
Bond
Chapter 12 Trustee's Final Report and Account
Chapter 13 Plan Recommendation
Chapter 13 Trustee's Final Report and Account
Chapter 13 Trustee's Report of Completion of Plan
Chapter 13 Trustee's Report of Converted/Dismissed Case
Chapter 7 Trustee’'s Final Account and Motion to Close Case



Chapter 7 Trustee' s Final Report and Proposed Distribution
Chapter 7 Trustee's Initial Report

Chapter 7 Trustee's Report of Assets

Chapter 7 Trustee's Report of Assets Withdrawn

Chapter 7 Trustee' s Report of No Distribution (Image Required)
Chapter 7 Trustee' s Report of No Distribution (No Image)
Chapter 7 Trustee' s Report of No Distribution Withdrawn
Chapter 7 Trustee's Zero Bank Statement

Clam Recommendation

Inability to Appoint Creditors Committee

Meeting of Creditors Continued/Rescheduled (Ch. 7/11)
Meeting of Creditors Held

Meeting of Creditors Not Held

Notice of Intent to Sell

Report of Sae

Request for Verification of Objections

Request for Accounting of Clerk’s Fees

Request to Defer Payment

Resignation of Appointment

Substitution of Interim Trustee

Trustee' s 341 Filings



ADVERSARY EVENTS:

Open Adversary Proceeding

Answers

Appeal

Complaint & Summons (Use only AFTER Adversary Proceeding is Opened)
Miscellaneous

Motions

Notices

OPEN ADVERSARY PROCEEDING

ANSWERS
Motion/Application
Amended Answer
Objection
Reply
Response
Complaint, 3d, cross, counter

APPEAL
Addendum to Record on Apped
Appellant Designation
Appellee Designation
Cross Apped
Notice of Appedl
Order Docketing Record on Apped
Request for Transcript re: Appeal
Statement of Issues on Appeal
Transcript Re: Appeal

COMPLAINT/SUMMONS
Amended Complaint
Complaint
Counterclaim
Crossclaim
Notice of Removal
Registration of Foreign Judgment
Rule 7001 AP
Summons Service Executed
Summons Service Unexecuted
Third-Party Complaint



MISCELLANEOUS
20 Largest Unsecured Creditors
Addendum
Affidavit
Amended Certificate of Service
Amended Conversion Schedules
Amended Schedules/Statements
Amended Voluntary Petition
Certificate of Service
Chapter 11 Ballots
Creditor Matrix
Creditor Matrix (Amended)
Creditor Request for Notices
Declaration
Disclosure of Compensation of Attorney for Debtor
Document
Document (Amended)
Equity Security Holders
Exhibit/Witness List
FRCP Disclosure Report
Interrogatories
Involuntary Petition (Chapter 11)
Involuntary Petition (Chapter 7)
Memorandum in Opposition
Memorandum in Support
Objection to Exemptions
Operating Report
Party’s Certificate of Mailing
Praecipe
Proof of Subpoena Served
Proposed Order
Reaffirmation Agreement
Redemption Agreement
Report (Generic)
Request for Admissions
Request for Entry of Order of Instruction Regarding Wages
Request for Hearing
Request for Production of Documents
Response to Order of Deficiency
Schedul es/Statements
Section 304 Petition
Statement of Financial Affairs
Statement of Intent
Stipulation
Subpoenato Witness



Suggestion

Summary of Schedules
Transcript of Deposition
Transcript of Hearing
Transcript of Rule 2004 Exam
Transcript of Tria

MOTIONS
Amend
Amended Application
Amended Motion
Appear Pro Hac Vice
Appear by Telephone
Change Venue
Compel
Compromise
Consolidate
Consolidate for Tria
Contemp
Continue/Reschedule Hearing
Deconsolidate Cases
Default Judgment
Defer Filing Fee
Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Withdraw Document
Enforce
Expedite Hearing
Extend/Shorten Time
Intervene
Joint Administration
Jury Tria
Leave to Appea
Miscellaneous Relief
More Definite Statement
Preliminary Injunction
Protective Order
Quash
Reconsider
Recusal
Reinstate Case
Remand
Reopen Adversary
Sanctions
Set Hearing (Document)



Set Status Conference

Show Cause

Stay

Stay Pending Appedl

Substitute Attorney

Summary Judgment

Transfer Adversary Proceeding to Another District
Withdraw As Attorney

Withdraw Reference

NOTICES
Appearance and Request for Service
Notice of Stipulated Dismissal in an Adversary Proceeding
Notice to Take Deposition



